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SECTION  I 


LONG-RANGE  PLANNING  IN  PERSONNEL  MANAGEMENT 
A.  General  Need 


There  are  many  factors  which  point  to  the  need  for  that  flexibility  in  per- 
sonnel management  which  will  enable  changes  and  adjustments  essential  to  the 
more  efficient  operation'  of  the  Departm.ent  to  be  made  quickly  and  effectively. 
Some  of  the  factors  are: 

1.  Fair  Employment:  There  is  an  increasing  need  for  the  employment  and 
more  efficient  use  of  personnel  of  minority  groups.  Adjustments  are  needed 
in  personnel  practices  and,  to  some  extent,  the  philosophy  underlying  the 
employment  and  more  especially,  training  of  members  of  these  groups. 

2.  Employee-Management  Cooperation : E.O.  10988  and  subsequent  interest  by 
employee  organizations  makes  adjustments  to  this  factor  of  major  concern  to 
those  responsible  for  management.  It  introduces  a new  element  in  management 
of  personnel  which  can  be  useful  in  the  effective  utilization  of  personnel 
and  improved  relations  between  management  and  employees, 

3.  Automation ; Regarded  here  primarily  as  ADP,  it  has  demonstrated  its 
Importance  as  a means  of  increasing  productivity  to  the  extent  that  it  be- 
comes inevitably  a device  to  be  used  extensively  throughout  the  Department, 
including  personnel  management  processes.  This  has  and  will  continue  to 
cause  the  need  for  training  and  reassignment  of  personnel.  Also,  automation 
more  broadly  defined  is  having  a profound  effect  on  agriculture  and  other 
areas  of  the  country’s  economy  with  which  the  Department  is  related  through 
services  which  have  and  may  in  the  future  be  authorized  by  Congress.  This 
may  require  changes  in  qualifications  of  Department  personnel,  making  re- 
training, reassignments,  and  even  new  recruitments  necessary, 

4.  Developments  in  Technology  and  Public  Policy:  This  factor  is  similar 
to  automation.  However,  it  becomes  increasingly  Important  because  of  the 
acceleration  in  the  development  of  technology,  unemployment,  and  resulting 
changes  in  public  policy.  As  these  changes  occur,  reorganization,  reassign- 
ments, reorientation,  and  basic  training  of  employees,  as  well  as  recruitment 
of  specialized  personnel,  may  becomie  necessary.  An  example  of  this  is  the 
Rural  Areas  Development  Program, 

5.  Developments  in  Personnel  Administration:  Both  basic  and  applied  re- 
search in  human  behavior  and  related  areas  are  constantly  revealing  oppor- 
tunities for  improvement  in  the  management  and  utilization  of  our  manpower 
resources.  This  places  a special  obligation  on  the  staff  personnel  to 
study,  adapt,  and  assist  operating  management  to  use  practices  of  proven 
value. 
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B,  An  Approach  to  Long-Range  Planning 


It  was  apparent  that  the  Department  should  have  plans  designed  not  only  to 
meet  the  immediate  needs  and  challenges  such  as  provided  in  the  "Projected 
Plans  for  1964"  (discussed  in  Section  II  of  this  report  J^/)»  but  for  a 
longer  period , Plans  for  ten  years  hence  — 1973  — were  considered  ade- 
quate. 

One  value  of  these  long-range  plans  has  already  manifested  itself  — the 
"Projected  Work  Plans  for  1964,"  covered  in  Section  II  of  this  report,  con- 
tain proposed  action  directed  toward  some  of  the  more  obvious  "Goals  for 
1973,"  This  Illustrates  the  partial  formation  of  the  first  rung  in  the 
"Ladder  of  Transition"  necessary  to  accomplish  the  1973  goals.  The  diagram 
illustrates  the  long-term  planning  process  which  has  and  will  continue  to 
be  followed  (see  illustration  which  follows). 

The  Director  of  Personnel  recognizes  that  concentrated  study  and  effort 
have  to  be  directed  toward  developing  systems,  knowledge,  and  leadership 
necessary  to  develop  the  goals  and  make  fullest  use  of  the  results  of 
developments  mentioned  above.  Therefore,  the  following  phases  have  been 
taken: 

1,  Orientation ; A series  of  ten  lectures  and  discussions  were  held  for 
the  purpose  of  providing  the  responsible  officials  and  technicians  of  the 
Office  of  Personnel  with  the  necessary  background  information  on  possible 
changes  in  the  functions  of  the  Department;  technology;  political  climate; 
population;  and  other  elements  that  enter  into  the  services  which  the  De- 
partment might  be  called  on  to  perform.  The  following  are  the  subjects, 
dates  presented,  and  speakers  for  each  of  the  ten  sessions: 

"A  General  Picture,  with  Particular  Reference  to  the  Effect  Which 
Research  will  have  on  the  Future  Functions  of  the  Department"  — 
Wednesday,  April  3,  2:00  P,M,,  Dr.  Byron  T.  Shaw,  Administrator, 
Agricultural  Research  Service, 

"The  Future  of  Forestry  in  the  U.  S,"  — ■ Monday,  April  15,  2:00  P,M., 
Edward  P,  Cliff,  Chief,  Forest  Service, 

"Trends  in  the  Demands  for  Service  by  Consumers"  — Wednesday,  April  17, 
10:00  A. Me,  Mrs,  Dorothy  H.  Jacobson,  Assistant  to  the  Secretary. 

"Influence  of  International  Developments  on  the  Department's  Future 
Functions"  — Thursday,  April  18,  2:00  P,M,,  Ra3miond  A,  loanes. 
Administrator,  Foreign  Agricultural  Service. 


_!/  Copy  of  "Projected  Work  Plans  for  Fiscal  Year  1964"  is  available  on 
request . 
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"Population  and  Manpov/er  Outlook"  Tuesday,  April  23,  10^00  A,M,  , 
Dr.  Louis  Levine,  Director,  U.  S.  Employment  Service,  Department 
of  Labor. 

"The  Trend  in  the  Economy  of  the  Country,  both  Farm  and  Total,  and 
Their  Influences  on  the  Future  Functions  of  the  Department"  ““ 
Thursday,  April  25,  10:00  A.M.,  Dr.  Nathan  M.  Koffsky,  Adminis- 
trator, Economic  Research  Service. 

"Problems  Faced  in  Developing  Rural  Areas"  --  Wednesday,  May  1, 

10:00  A.M,,  John  A.  Baker,  Assistant  Secretary,  assisted  by  a panel 
composed  of: 


Dr.  A.  T,  Mace,  Director,  ORAD 
Howard  Bertsch,  Administrator,  FHA 
Richard  A,  Dell,  Deputy  Administrator,  REA 
Wallace  Mehlberg,  Director,  Conservation 
and  Land  Use  Division,  ASCS 
Dr.  M.  L.  Upchurch,  Agricultural  Economist,  SEG 
Gladwin  Young,  Deputy  Administrator,  SCS 
Lloyd  Davis,  Acting  Adm.inistrator , FES 

"Recent  and  Prospective  Trends  in  American  Politics  as  Related  to 
Agriculture"  — Thursday,  May  2,  10:00  A.M.,  Dr.  Louis  Bean,  Con- 
suit ant . 

"What  the  Future  Organization  and  Management  of  the  Department  is 
Likely  to  be  in  1973"  --  Friday,  May  3,  10:00  A.M.,  Joseph  M.  Robert= 
son.  Administrative  Assistant  Secretary. 

"Computer  Technology  in  1973"  --  Monday,  June  3,  10:00  A.M.,  George 
Petrie,  Program  Director,  IBM  Executive  Development  School. 

2.  Development  of  Assumptions:  Each  person  in  the  Office  of  Personnel  was 
requested  to  develop  a set  of  assumptions  relating  to  the  function  for  which 
he  was  responsible.  As  he  did  this,  he  was  encouraged  to  keep  in  mind  pos- 
sible changes  in  the  country's  economic  and  political  climate  and  the  pos- 
sible changes  in  the  functions  of  the  Department  as  discussed  in  the  orienta- 
tion sessions  and  learned  from  use  of  reference  materials.  These  assumptions 
were  discussed  before  the  entire  technical  staff  of  the  Office  of  Personnel 
in  sessions  held  on  May  3,  May  9,  and  May  10, 

A list  of  the  assumptions  is  attached  as  Appendix  A. 

3.  Step  1.  Development  of  Goals:  Although  the  assumptions  provided  a good 
basis  for  the  necessary  thinking  in  predicting  changes  tnat  are  likely  to 
take  place  in  the  next  ten  years,  it  v/as  found  that  the  goals  needed  to  be 
developed  in  more  specific  and  concrete  terms.  Further  study  of  the  assump- 
tions revealed  that  three  factors  stood  out  as  dominant  in  determining  what 
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the  various  personnel  management  functions  would  look  like  in  1973.  These 
factors  were: 


Automation 

Employee-Management  Cooperation 
Intergroup  Relations 

A task  force  for  each  of  these  factors  met  with  and  assisted  the  division 
chiefs  and  technicians  responsible  for  the  functions  with  developing,  in 
tentative  form,  those  goals  for  1973  which  would  be  influenced  by  the  three 
factors . 

4o  Refinement  of  Goals;  The  Director  of  Personnel,  together  with  the 
Deputy  and  Assistant  Directors,  the  Chief  of  the  Personnel  Research  Staff, 
and  the  Assistants  to  the  Director,  met  for  a weekend  on  June  23  for  a 
further  refinement  of  the  goals,  which  follows. 

Preface  to  1973  Goals 


The  potential  Impact  of  the  three  factors  — automation,  employee-management 
cooperation,  and  intergroup  relations  — on  personnel  management  functions 
has  caused  the  listed  goals  to  be  weighted  toward  "spectacular"  changes 
rather  than  toward  the  normal  ongoing  functions.  It  is  expected  that  this 
will  be  corrected  when  the  agencies  are  brought  into  the  process  of  final- 
izing the  goals  and  Step  3,  the  planned  action  to  accomplish  the  changes 
required,  (See  items  5,  6,  and  7,  which  follow.) 

It  is  obviously  necessary  that  the  transition  be  made  smoother  between  the 
current  status  of  personnel  management  and  that  which  the  goals  indicate 
will  exist  in  1973,  To  do  this  it  will  be  necessary  to  plan  each  year’s 
activities  in  such  a way  as  to  bring  this  about.  Section  II  of  this  report 
contains  a statement  on  the  Office  of  Personnel's  Projected  Work  Plans 
which  illustrates  this  point.  Also,  the  goals  and  any  plans  designed  to 
reach  them  are  not  static.  They  must  be  constantly  studied  in  the  light  of 
changing  conditions  and  technology,  and  updated  to  meet  the  situation. 

Although  the  Office  of  Personnel  has  put  much  study  and  thought  into  the  . 
goals,  which  follow,  they  must  be  considered  incomplete  and  to  a degree 
tentative.  Item  7 below  outlines  a process  for  more  fully  completing  the 
goals  and  plans  for  implementing  them. 
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1973  Goals  for  Personnel  Management 


As  Finally  Determined  by  Office  of  Personnel 
Top  Staff,  Sunday,  June  23,  1963 


1 . General 

a.  The  establishment  of  operations  research  models  to  relate  properly 
the  different  aspects  of  a total  personnel  management  system,  includlngi 

(1)  Use  of  ADP  to  analyze  and  apply  these  models  to  produce  data 
for  broad  personnel  management  planning  and  decision-making o (Such 
specialized  activities  as  manpower  needs,  forecasting,  pay,  staffing, 
and  training  will  be  parts  of  the  total  manpower  programo) 

(2)  The  effective  integration  of  all  aspects  of  "men,  money,  and 
materials"  in  the  over-all  approach  to  developing  personnel  organiza- 
tion, plans,  and  program.So 

bo  Operation  at  a higher  professional  level  by  personnel  officers 
who  will  manage  by  exception  and  provide  advice,  consultation,  and  special- 
ized services  to  line  management » (This  will  be  facilitated  by  ADP, 
freeing  personnel  officers  of  routine  matters,) 

2 0 Employee  Communication 

A program  to  keep  all  employees  continuously  inform.ed  of  the  reasons 
for  changes  and  adjustments  (in  personnel  policies  and  organization ) , 

3 o Intergroup  Relat ' ons 

ao  A specific  and  identifiable  action  program  to  assure  that  minority 
group  employees  are  recruited  and  utilized  to  the  fullest  extent  of  their 
competence. 

Such  a program  to  includes 

(1)  A system  for  early  identification  of  growth  potential  and 
planned  programs  of  training  and  experience  for  higher  classifica- 
tion, 

(2)  A process  of  identification  and  training  of  minority  group 
employees  in  a manner  to  compensate  for  past  deficiencies, 

4,  Employee-Management  Cooperation 

a.  A systematic  and  continuing  program  for  ascertaining  and  consider- 
ing vievjs  of  employee  organizations  in  establishing  personnel  policies  and 
programs , 
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b,  A system  for  considering  recommendations  from  employee  organiza- 
tions regarding  the  application  and  operation  of  personnel  policies  and 
programs o 


Co  An  independent  quasi- judicial  body  to  resolve  differences  be- 
tween employee  organizations  and  agencies  of  the  Government. 

5o  Emergency  Preparedness 

ac  A system  for  maintaining  a comprehensive  Executive  Reserve  man- 
power pool  for  emergency  mobilization  to  carry  on  critical  Department 
functions . 

bo  A program  for  keeping  USDA  employees  informed  and  trained  on 
emergency  mobilization  and  survival  procedures. 

6o  Manpower  Needs 


a.  A program  for  the  development  of  specific  forecasts  of  manpower 
needs.  Such  estimates  to  be  based  upon  budget  estimates  (also  FAME  and 
GAME),  existing  and  anticipated  vacancies,  retirement  and  turnover  data 
from  ADAM,  job  qualifications  and  skills  inventory  from  MOHR,  and  other 
pertinent  data  from  MODE, 

b,  A system  of  exchange  of  information  with  educational  institutions 
to  aid  in  the  guidance  and  education  of  students  for  career  opportunities 
in  USDA  and  to  increase  ability  of  such  institutions  to  assist  in  meeting 
these  manpower  needs, 

7.  Classification  and  Standards 


a.  Extensive  use  of  computer  generated  data  to  develop  classifica- 
tion and  standards  processes, 

bo  More  timely  development  of  occupational  standards  to  facilitate 
retraining  and  placement  of  employees  who  are  displaced  by  technological 
and  other  changes, 

c.  Establish  and  maintain  occupational  standards,  wage  surveys,  pay- 
administration  rules  and  procedures  through  cooperative  effort  between 
employee  organizations  and  management  representatives,  with  care  exercised 
to  assure  comparability  among  related  occupations, 

8 , Emplo\n'nent 


a.  The  establishment  of  a National  Personnel  Roster  of  key  Federal 
personnel  to  facilitate  the  exchange  of  such  personnel  and  thus  increase 
effective  utilization  of  manpower  throughout  Federal  establishments.  Such 
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program  to  be  coordinated  with  those  with  appropriate  State  arid  local 
governments  0 

bo  The  use  of  computer  generated  data  to  make  readily  available 
information  such  as  examination  results,  school  achievement  records,  and 
performance  data  to  optimize  Department-wide  selection  and  assignment  of 
personnel. 

c,  A system  which  would  recognize  overseas  assignments  as  a regular 
part  of  key  Federal  careers. 

d.  Selection  requirements  for  occupations  in  the  Department,  estab- 
lished on  the  basis  of  continuing  research.  Including  the  validation  of 
tests  and  background  information  against  performance  criteria. 

9 „ Health,  Safety,  and  Welfare 

a.  Close  cooperation  with  employee  organizations  in  obtaining,  pro- 
moting, and  enforcing  safety  standards. 

b.  Determination  of  health  requirements  and  implementation  of  health 
programs,  including  those  involving  physical  examinations,  will  be  done 

in  cooperation  vzith  employee  organizations  representing  the  occupational 
groups  involved. 

c.  A program  to  provide  for  periodic,  voluntary  medical  examination 
of  employees  in  selected  occupations  to  safeguard  the  health  of  employees 
and  conserve  manpower  resources. 

d.  A program  of  research  on  relationships  between  the  use  of  sick 
and  annual  leave,  overtime,  accidents,  and  related  data  to  other  factors 
of  concern  to  management  and  employee  organizations, 

e.  A sj^stem  of  cooperation  between  the  Department  and  employee 
organizations  to  provide  qualified  staff  which  will  systematically  plan 
for  and  train  Government  and  employee  organizations  to; 

(1)  Meet  counseling  needs  growing  out  of  minority  group  issues, 
changes  in  employment  due  to  such  factors  as;  automation,  changes 
in  functions,  reorganizations,  and  the  approach  of  retirement; 

(2)  Sponsor  employee  organizations  to  meet  necessary  employee 
needs;  and 

(3)  Assume  that  responsibility  which  employees  and  the  organiza- 
tions have  to  the  community. 
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10 .  Training 


a.  General  --  Information  from  MOHR  will  be  used  to  forecast  man- 
power needs  and  serve  as  a basis  for  determining  training  and  retraining 
requirements . 

b.  Work-study  program  for  shortage  occupational  areas  in  research 
and  other  specialized  fields. 

Cc  Skills  and  knowledges  in  using  ADP  effectively  in  management 
processes  such  as  gaming,  statistics,  simulation,  linear  programing,  prob- 
lem and  operations  analysis,  and  decision-making. 

d.  Specific  programs  for  training  managers  in  Department  and  Federal 
policies  and  methods  for  dealing  with  employee  organizations. 

e.  Department  and  Federal  policies  and  operating  programs  which  re- 
late to  intergroup  relations  and  in  skills  and  knowledges  needed  to  deal 
with  problems  in  this  area. 

f.  Systematic  assessment  of  effectiveness  of  training, 

11.  Em.ployee  Performance 

Maintenance  and  use  of  more  extensive  and  realistic  performance 
evaluations  supported  with  data  from  ADP. 

12 . Grievances  and  Appeals 

a,  A system  for  handling  all  formal  appeals,  grievances,  and  allega- 
tions of  discrimination  v/hich  provides  a hearing  by  a professional  hearing 
officer  within  the  Department. 

b.  An  administrative  court  as  a part  of  the  judicial  system  to  renoer 
final  decisions  on  cases  appealable  from  decisions  made  in  the  Department, 

13 . Inspection  and  Review 

A systematic  use  of  information  from  MODE,  audits,  complaints,  in-  • 
vestlgations , surveys,  and  other  available  sources  to  locate  areas  of 
administration  that  need  special  attention.  (Appropriate  personnel  will 
be  assigned  to  investigate  the  situation  and  either  work  v;ith  the  super- 
visor in  charge  in  effecting  the  correction  or  report  the  findings  and 
recommendations  to  appropriate  official  for  necessary  action.) 

A "Checklist  for  Planning  Action  to  Reach  Goals"  is  being  proposed  as  a 
procedure  v/hich  might  be  followed  in  carrying  out  Step  3,  See  Appendix  B, 


9 


5o  Step  2o  Present  Status  of  Personnel  Management:  Once  the  goals  have 
been  refined  at  least  in  a tentative  form,  it  becomes  necessary  to  take  a 
look  at  the  present  status  of  personnel  management.  This  Step  2 is  par- 
tially covered  for  the  Office  of  Personnel  in  Sections  III  and  IV  of  this 
report,  A more  comprehensive  review  will  be  necessary  to  complete  an  in- 
ventory of  the  present  status  of  personnel  managem^ent  in  the  Department. 
This  process  v/ill  involve  the  agencies  and  v/ill  be  largely  accomplished 
as  Step  3 is  taken. 

e.  Step  3.  Action  Needed  to  Accomplish  Goals:  This  step  in  the  long- 
range  planning  process  v;ill  definitely  require  a cooperative  effort  of 
all  the  agencies  of  the  Department.  Some  thought  and  preparation  have 
been  given  this  by  the  staff  of  the  Office  of  Personnel  in  preparation 
for  discussion  v;ith  agency  representatives. 

Preliminary  to  taking  Step  3,  a complete  statement  on  v/hat  has  been  devel 
oped  on  Steps  1 and  2 is  presented  by  this  annual  report.  Also,  supple- 
mental information  such  as  background  information  on  long-range  planning 
in  the  personnel  management  in  USDA  and  special  reading  material  is  avail 
able . 

Conferences  between  agency  personnel  officers.  Assistant  Administrators 
for  Management,  and  other  appropriate  technicians  and  officials  vjill  be 
held  to  discuss:  (1)  the  results  of  the  preliminary  v/ork  of  the  Office 
of  Personnel  tov/ard  developing  long-range  plans,  (2)  the  long-range  goals 
tentatively  established  by  the  Office  of  Personnel,  and  (3)  a procedure 
for  taking  Step  3,  that  is,  developing  an  action  program  for  accomplish- 
ing the  agreed-tc  goals. 
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7.  TiiTietable  for  Developing  Plans:  This  tirrietable  is  also  a part  of  Work 
Plan  OP-1,  "Integrated  Planning  of  Personnel  Management,"  published  in 
"Projected  Work  Plans  for  Fiscal  Year  1964." 

Time  Table  for  Finalizing  1973  Goals  and 
Developing  Plans  for  Their  Implementation 


1.  A complete  package  including: 

Deadline 

a.  A list  of  the  goals  developed  to  date  b;/  OP, 

b.  An  explanation  of  hov;  the  goals  were  arrived  at, 
including  background  Information,  and 

c.  A set  of  reference  material  which  OP  has  used  as 
a partial  basis  for  the  goals. 

7/15 

2.  A meeting  of  the  agency  personnel  offices  and  repre- 
sentatives of  the  employee  organizations  to  be  con- 
ducted for  the  purpose  of  discussing  the  goals  and 
plans  for  finalizing  and  implementing  them. 

7/24 

3.  Request  v/ill  be  made  for  agencies  to  reviev/  and  revise 
the  goals  and  indicate  their  reaction  to  Step  3 or 
planning  the  "implementation  of  the  goals." 

9/16 

4,  Integrate  and  synthesize  the  reaction  of  the  agencies 
as  requested  under  (3)  above. 

9/30 

5.  Plan  and  provide  the  means  for  preparation  by  repre- 
sentative Department  officials  to  finalize  the  goals 
and  agree  on  a plan  of  action.  (This  process  will 
adhere  to  the  principle  of  involvement  v/hich  would 
require  that  line  officials  assist  with  the  final 
stages.  ) 

11/15 

6.  The  steps  outlined  above  for  involving  selected  agency 
line  and  staff  officials  to  assist  in  the  study  and 
plans  for  implementation  xvill  culminate  in  a conference 
of  three  days  or  more.  At  this  conference  it  is  ex- 
pected final  decisions  will  be  made  on  what  the  goals 
for  1973  should  be,  with  definite  plans  for  achieving 
them. 

12/9 

SECTION  II 


Preface 


The  preceding  Section  I on  Long-Range  Planning  emphasizes  planning  as  an 
essential  function  in  the  Office  of  Personnel,  The  smoothness  and,  in 
fact,  the  degree  with  v;hlch  the  Department  makes  the  transition  from 
"business  as  usual"  to  a dynamic  approach  to  meeting  the  challenge  for 
better  personnel  management  will  depend  largely  on  how  well  plans  are 
made. 

The  132  recommendations  developed  at  the  Personnel  Policy  Review  Meeting 
held  in  Philadelphia  in  September  1961  gave  an  impetus  to  formal  planning. 
A systematic  approach  was  taken  to  the  development  and  the  implementation 
of  these  recommendations.  As  a result,  most  of  the  intent  behind  the 
recommendations  has  been  incorporated  into  the  personnel  policies  and 
practices  of  the  Department,  A sense  of  need  for  a system  of  work 
planning  was  a natural  result  of  this  experience. 


PROJECTED  WORK  PLANS 


The  system  of  formal  vjork  planning  was  initiated  by  the  Director  in  April 
1962.  These  plans  were  published  and  distributed  to  the  agencies  as 
"Projected  Work  Plans  for  Fiscal  Year  1963"  near  the  change  of  the  fiscal 
year.  Section  I,  "Purpose"  of  this  publication,  contained  a statem.ent,  a 
part  of  which  is  appropriately  repeated  here: 

"The  accomplishm.ent  of  our  objective  of  a Department-wide 
personnel  management  program  second  to  none  demands  that  ve 
progress  toward  our  goal  in  an  orderly  manner.  Our  efforts 
must  be  planned  and  coordinated.  Responsibilities  must  be 
assigned  as  specifically  as  possible  and  time  limits  estab- 
lished. It  is  toward  this  end  that  the  Projected  Work  Plans 
for  the  Office  of  Personnel  included  herein  are  directed. 

"These  Plans  have  been  prepared  by  the  Divisions  of  the  Office 
of  Personnel  to  serve  four  purposes: 

1.  Serve  as  basic  plans  for  the  Divisions' 
operations , 

2.  Assist  with  coordination  of  functions 
within  the  Office  of  Personnel, 

3.  Provide  the  agencies  with  a better  under- 
standing of  what  we  in  the  Office  of  Per- 
sonnel are  thinking  and  doing. 
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4o  Provide  a basis  for  exchanging  Office  of 
Personnel  Work  Plans  with  agency  personnel 
office  work  plans  for  better  total  integration 
of  common  effort «" 

Admittedly,  this  effort  at  planning  in  FY  1963  was  far  from  perfect.  The 
projected  work  plans  for  1964,  covered  in  this  Section  and  published  in 
detail  in  "Projected  Work  Plans  for  Fiscal  Year  1964,"  were  more  carefully 
prepared  and  reflect  more  sophisticationo 

The  following  comparison  of  the  number  of  work  plans  between  1963  and  1964 
reflects  the  experiences  gained  and  added  activity  in  research  and  develop- 
mental efforts. 


Division 


Fiscal  Year 
1963  1964 


Director’s  Office 

Personnel  Research  Staff 
Classification  and  Standards 
Employee  Development 
Examination  and  Employment 
Health,  Safety,  and  Welfare 
Policies  and  Procedures 
Security  and  Employee  Conduct 


6 8 

1 11 

3 7 

6 6 

8 8 

3 17 

6 8 

^ -5 

36  70 


1964  Projected  Work  Plans g The  Office  of  Personnel  has  had  one  year  of 
experience  with  the  use  of  work  plans  which  outlined  in  advance  the  steps 
to  be  taken  in  implementing  the  functions  for  which  the  Office  was  respon- 
sible. Copies  of  "Projected  Work  Plans,  Fiscal  Year  1963"  were  sent  to 
the  agencies  in  June  1962.  A summary  of  the  results  is  found  in  Section  III 
of  this  report. 


A new  format  is  being  used  for  "Projected  Work  Plans,  Fiscal  Year  1964." 
(See  Appendix  C.)  Copies  of  this  publication  are  being  distributed  to  the 
agencies.  It  is  hoped  the  new  format  will  meet  the  needs  of  the  Office  by 
simplifying  the  preparation  for  semi-annual  reports  as  well  as  the  require- 
ments of  the  Management  Development  Program  of  the  OMASD. 


Another  feature  which  should  be  helpful  both  to  the  Office  and  to  the 
agencies  is  the  inclusion  in  the  projected  work  plans  of  a reference  to 
the  Personnel  Policy  Review  Meeting  recommendations  related  to  the  project 
content.  These  references  are  usually  listed  as  "PPRM,"  This  should  assist 
in  keeping  the  intent  of  the  recommendations  in  mind  as  the  plans  are  being 
implemented. 

Although  the  long-range  goals  in  personnel  management  covered  in  Section  I 
have  not  been  finalized,  the  staff  of  the  Office  have  found  that  their  study 
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of  background  information  and  obvious  future  demands  make  it  possible  for 
some  of  the  plans  to  be  directed  toward  long-range  goals.  It  is  expected 
that  as  time  passes,  this  system  of  planning  can  be  perfected  so  that 
changes  can  be  incorporated  into  the  plans  in  a way  to  keep  programs  and 
policies  in  line  with  future  goals. 

The  titles  of  the  1964  projected  work  plans  for  fiscal  year  1964  are 
listed  so  that  it  will  provide  the  reader  with  a better  insight  into  the 
program  of  the  Office  and  the  trends  being  followed.  Greater  detail  will 
be  found  in  the  publication,  "Projected  Work  Plans  for  Fiscal  Year  1964." 


The  numbering  system  used  provides  a needed  flexibility  of  identifying 
the  project  plans.  It  also  follows  the  numbering  system  used  by  OMASD. 
The  following  code  will  help  to  identify  the  responsible  Division. 


Director’s  Office 

OP 

1 

- 99 

Personnel  Research  Staff 

OP 

50 

- 99 

Classification  and  Standards 

OP 

100 

- 199 

Employee  Development 

OP 

200 

- 299 

Examination  and  Employment 

OP 

300 

- 399 

Health,  Safety,  and  Welfare 

OP 

400 

- 499 

Policies  and  Procedures 

OP 

500 

- 599 

Security  and  Employee  Conduct 

OP 

600 

- 699 

16  out  of  a total  of  70  plans  which 

are 

for 

new  p 

There  are 

identified  by  an  asterisk  There  are  2 plans  for  proposed  projects 
identified  by  two  asterisks  **.  Although  these  proposed  plans  are  fairly 
firm  there  remains  some  checking  out  with  others  before  a final  decision 
is  reached. 


The  remaining  52  projects  cover  functions  which  were  carried  over  from 
last  year.  However,  they  have  in  every  case  been  updated  and  changed  to 
meet  new  conditions  or  a change  in  a trial  format  for  the  project  plans. 

Project  Title  Project  Number 


Integrated  Planning  of  Personnel  Management 

OP-1 

Inspection  Coordination 

OP- 2 

Defense  Mobilization 

OP-3 

Deferment 

OP-4 

*National  Defense  Executive  Reserve 

OP-5 

Employee -Management  Cooperation  - E.O.  10988 

OP-6 

Personnel  Legislation 

OP- 7 

Intergroup  Relations 

OP-8 

Career  Programs 

OP -50 

Critical  Requirements 

OP-51 

Experimental  Test  Battery 

OP -52 

Training  Evaluation 

OP-53 
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Promotioa  Roster  Analysis  OP-54 

^Retirement  Forecastin,g  OP- 55 

^Rotation  OP -56 

^■Roster  of  Advancement  and  College  Major  OP-57 

Personnel  Concepts  OP-58 

Consultations  OP-59 

Personnel  Research  Clearing  House  OP-60 

Program  Coordination  and  Leadership  - 

Classification  and  Standards  Function  OP-100 

^Automation  of  the  Classification  Process  OP-101 

^Training  and  Development  Program  for 

Glassification  Specialists  OP-102 

^Position  and  Pay  Management  as  Practiced 

by  Supervisors  OP- 103 

Occupational  Standards  Maintenance  Program  OP- 104 

** Inter- departmental  Exchange  of  Glassification 

Information  OP-105 

^^Classification  Handbooks  and  Manuals  OP- 106 

Interagency  Management  Development  Program  OP- 200 

Department  Management  Interview  Program  OP-201 

General  Training  OP -202 

College  and  University  Relations  OP- 203 

Department  Leadership  In  Keeping  Current  in 

Training  Area  OP-204 

New  Trends  and  Technology  in  Developing  People  OP-205 

Recruitment  Summer  Student  Employment  OP-300 

Central  Interview  and  Referral  OP-301 

Examinations  OP-302 

Merit  Promotion  Program,  OP-303 

Employee  Utilization  OP-304 

Performance  Evaluation  OP-305 

Liaison  Activities  OP-306 

College  Recruitment  OP-307 

Health  Program  USDA  OP-400 

^Health  Unit  - Hyattsville  OP-401 

Coord.inator  Department  Safety  Program  OP-425 

Development  and  Maintenance  of  Department 
Policy  and  Regulations  Governing  Employee 

Compensation  Act  OP-426 

Liaison  with  Sa.fety  Organizations  OP-427 

Safety  Records  and  Reports  OP-428 

Injury  Compensation  Guide  for  USDA  Supervisors  OP-429 
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Development  and  Maintenance  of  Safety 

Policies  and  Regulations  OP-430 

Accident  Reporting  System  OP-431 

Employee  Organizations  OP-450 

Emplo5nnent  of  the  Physically  Handicapped  OP-451 

Employee  Relations  OP-452 

USDA  Clubs  OP-453 

Fund  Raising  OP -4 54 

Retirement  Planning  OP-455 

Special  Employee  Welfare  Activities  OP-456 

Incentive  Awards  OP-475 

^Periodic  Organization  Analysis  System  OP-500 

■^Utilization  of  Employee  Skills  OP-501 

*Communication  of  Regulation  Changes  to  Employees  OP-502 

■s^Assessing  Effect  of  Slipsheeting  Administrative 

Regulations  OP-503 

^Personnel  Action  Analysis  for  Supervisory 

Input  to  MODE  OP -504 

^Optimizing  MODE  System  OP-505 

^Establishing  Wage  Board  Positions  through 

Automation  OP-506 

■^feSkills  Inventory  OP-507 

Disciplinary  and  Appeals  Process  OP-600 

Security  Process  OP-601 

Suitability  for  Employment  - 8 AR  Chapter  13  OP-602 

Conduct  and  Ethics  in  Government  Employment  OP-603 

Political  Activity  OP-604 


4 \.-i  •••  aIJ 
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Report  of 
accomplis  laments 
related  to  projected 
work  plans  for  1963 


1963  STATUS  OF 
PERSONNEL 
MANAGEMENT 
IN  U.S.D.A. 


SECTION  III 


REPORT  OF  ACCOMPLISHMENTS  RELATED  TO 
PROJECTED  WORK  PLANS  FOR  FISCAL  YEAR  1963 


Preface 


There  is  given  in  this  Section  the  results  of  the  first  full  year  of  the 
Office's  use  of  projected  work  plans.  Although  the  system  has  been  dis- 
cussed in  more  detail  under  "Planning"  in  Section  II,  it  is  necessary  at 
this  point  to  remind  the  reader  that  projected  plans  were  "on  trial"  in 
fiscal  year  1963,  It  can  also  be  said  that  their  value  is  generally 
recognized  in  the  Office,  and  the  plans  for  1964  are  superior  in  many 
ways  to  1963. 

A note  to  the  reader:  You  will  find  that  the  reports  are  generally  given 
in  outline  form.  If  you  v;ill  refer  to  a copy  of  "Projected  Work  Plans 
for  Fiscal  Year  1963,"  released  in  June  1962,  you  will  find  the  numbers 
of  these  reports  to  coincide  ’with  those  of  the  plans. 


Reports  on  Work  Covered  by  Projected  VJork  Plans  for  1963 


1 , Implementing  Personnel  Policy  Recomm.endations 

To  get  personnel  policy  recom.mendat ions  into  use  as  soon  as 
practicable. 

Where  necessary,  to  coordinate  the  efforts  of  those  responsible  for 
implementing  recommendations. 

To  get  objective  evaluations  on  results  from  recommendations. 

Plan  a second  policy  meeting  if  and  when  needed. 

a.  Implementing  the  Recommendations: 

The  first  week  after  the  Meeting  each  recommendation  was  assigned 
to  a specific  person  in  the  Office. 

Plans  were  prepared  by  the  responsible  person  to  implement  each 
recommendation , 

Eleven  task  forces  and  ad  hoc  groups  studied  selected  recommenda- 
tions, recommended  further  study  needed,  and  methods  of  implementing. 

A filing  system  provides  information  on  the  plan  for  implementa- 
tion, status,  and  progress  of  each  recommendation. 
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A progress  chart  is  maintained  in  the  Director's  Office,  giving 
the  status  of  each  recommendation„ 

The  projected  work  plans  and  frequent  reminders  of  specific 
recommendations  as  they  relate  to  activities  of  the  Office,  plus 
a real  interest  on  the  part  of  the  Office’s  personnel  in  getting  the 
recommended  policies,  programs,  and  changes  underway,  effectively 
assisted  with  coordinating  the  implementation  of  the  recommendations. 

As  drafts  of  policies,  programs,  and  regulations  developed,  they 
were  distributed  to  agencies  for  review  and,  when  needed,  discussed 
with  personnel  officers  and  other  appropriate  groups. 

Several  progress  reports  were  made  on  the  recommendations.  A 
special  report,  "Anniversary  Report  on  the  Results  of  the  1961  Per- 
sonnel Policy  Review  Meeting"  was  issued  in  October  1962. 

bo  Evaluation  of  Effectiveness  of  Recommendations; 

The  Evaluations  Committee  established  at  the  Meeting  continued 
to  serve,  with  one  change  in  membership,  and  adopted  a general  pro- 
cedure ofs 

Checking  the  Office's  plans  for  and  progress  made  in  imple- 
menting the  recommendations. 

Making  spot  checks  and  a survey  (August  1962)  to  learn  the 
results  being  felt  by  Washington  and  field  officials  who  had 
attended  the  Meeting.  The  results  of  this  survey  are  covered 
in  the  "Anniversary  Report"  mentioned  above. 

Inspection  reports  provided  a slight  amount  of  information  which 
reflected  the  results  of  the  recommended  changes. 

c.  Preparation  for  the  Next  Personnel  Policy  Review  Meeting: 

Plans  for  this  are  carried  forward  in  OP-1,  Integrated  Planning 
in  Personnel  Management,  "Proiected  Work  Plans  for  Fiscal  Year 
1964,"  and  as  Appendix  C of  this  report. 

2 o Centennial  Dinners 


Purpose  and  objectives  of  these  Dinners  were: 

Purpose 


To  jointly  use  this  as  a means  of  calling  to  the  attention  of  the 
public  the  historical  and  close  vrorking  relationships  existing  be- 
tween Land-Grant  Institutions  and  the  Department,  and  their  contri- 
butions to  the  States’  agricultural  development. 
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Objectives 


To  arrange  for  the  selection  of  the  most  capable  agency  officials, 
located  in  those  States  v;here  Land-Grant  Colleges  decide  to  hold 
a dinner,  to  represent  the  Department  as  Co-Chairm;en . 

Coordinate  the  selection  and  the  assistance  given  this  effort  so 
that  all  agencies  with  field  representatives  will  be  involved  and 
v;ell  Informed. 

Im.plementation  of  the  objectives: 

Outstanding  agency  officials  were  selected  from  a roster  of  names 
supplied  Ly  those  agencies  with  field  staffs.  When  a Land-Grant  Institu- 
tion decided  to  have  a centennial  celebration,  the  selected  agency 
official  was  proposed  to  the  college  as  the  Co-Chairman  representing  the 
Department , 

The  Director’s  staff  maintained  all  contacts  between  the  agencies, 
the  Secretary’s  Office,  and  the  Land-Grant  Institutions, 

All  correspondence  vras  received  and  prepared  by  the  Office. 

Records  were  mialntained  and  a report  issued  March  21,  1963,  to 
OMASD  and  J,  K.  McClaren,  Department  Coordinator  for  Centennial  Programs. 

3 , Inspection  Coordination 


Chapter  2.5  of  Title  8 of  the  Administrative  Regulations  was  issued 
on  August  2,  1962,  as  a product  of  a task  force  which  was  assigned  a 
series  of  PPRM  recommendations, 

A continuing  'assignment,  which  will  require  promotion  as  many 
agencies  have  not  developed  programs  or  plans  of  self-evaluation  nor 
projected  them  very  far  ahead.  On  June  28,  1963,  in  LMNOP , a reminder 
was  issued  that  this  Chapter  requires  the  submission  of  proposed  plans 
and  goals  to  be  submitted  by  August  1 of  each  year. 

Arranged  a series  of  meetings  where  Messrs.  Francis,  Hill,  Seabron, 
and  Bear  met  with  agency  personnel  officers  to  explore  action  needed  as 
a result  of  inspection  findings. 

The  first  nation-wide  inspection  of  personnel  activities  in  the 
Department  of  Agriculture  v/as  completed  earl^r  in  1963  and  the  report  v;as 
received  in  May.  This  new  approach  of  the  Commission's  provided  a co- 
ordinated inspection  plan  designed  to  get  a representative  sam.ple  of  how 
personnel  administration  v;as  functioning  throughout  various  organizational 
units  of  the  Department,  One  hundred  and  thirty-two  Department  and  field 
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installations  v/ere  visited,  Non-supervisory  employees  were  question- 
naired;  supervisors  and  management  officials  at  the  Departmental  and 
bureau  level  were  interviewed.  In  the  field  an  extensive  audit  was 
made  of  personnel  actions'  processing.  The  Commission's  report  indi- 
cated that  effectiveness  of  personnel  administration  varied  consider- 
ably both  among  and  within  agencies  of  the  Department.  In  summary, 
the  Commission's  over-all  assessment  indicated  that  personnel  manage- 
m.ent  programs  were  effectively  contributing  to  mission  accomplishment. 
Individual  agency  reports  v/ere  discussed  with  top  level  management 
officials,  and  corrective  action  programed  where  indicated. 

In  October  1962  the  Commission  initiated  a program  of  special 
inquiries  or  abbreviated  inspections  of  the  following  programs,  which 
are  based  on  Executive  Order  or  other  directive  from  the  White  House: 

(a)  Em.ployee-Management  Cooperation 

(b)  Equal  Employment  Opportunity  for  Minority  Groups 

(c)  Status  of  Women  in  the  Federal  Service 

(d)  Agency  System  for  Appeals  from  Adverse  Action 

(e)  Agency  Grievance  Procedures 

(f)  Employment  of  the  Handicapped 

The  Commission  visited  38  field  installations  and  submitted  reports  to 
the  Office  on  30  of  them.  These  reports  indicate  that  programs,  where  the 
Office  of  Personnel  provided  regulation  and  procedure,  had  reached  field 
establishments  but  that  rank  and  file  employees  were  not  always  as  familiar 
with  them  as  they  should  be.  Other  programs  where  positive  action  program- 
ing was  necessary  by  each  bureau  rather  universally  could  stand  greater 
emphasis . 

On  May  13,  1963,  it  was  learned  that  the  Department  was  not  included 
in  the  Commission's  nation-wide  inspection  plan  for  fiscal  year  1964. 
However,  there  might  be  isolated  cases  where  Commission  Regional  Offices 
will  make  inspections  of  field  establishments, 

4 , Defense  Mobilization 


The  Cuban  incident  gave  emphasis  to  defense  planning.  Four  cadres 
of  top  staff  were  selected  and  employees  were  designated  to  staff  the 
National  Classified  Relocation  Site  and  the  Department's  Relocation  Site  — 
Repoint.  The  Assistant  to  the  Director  for  Civil  Defense  visited  Repoint 
to  check  on  its  availability  and  readiness  if  it  were  necessary  to  order 
staff  to  go  there. 

Defense  manpower  planning  moved  forward  by  the  Forest  Service  updating 
their  plan  and  ASCS  taking  steps  to  evaluate  their  needs. 

In  June  1962  Disaster  Administrative  Regulations  were  issued  which 
were  a compilation  of  CSC  Mobilization  Circulars  dealing  with  personnel 
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administration  in  a situation  where  this  Nation  had  been  attacked.  These 
instructions  are  superseded  by  the  CSC's  National  Emergency  Standby  Regu- 
lations and  Instructions,  July  1963.  These  regulations  and  instructions, 
together  with  the  National  Emergency  Administrative  Regulations  issued  in 
1961,  were  placed  in  the  hands  of  field  personnel  with  necessary  material 
to  guide  their  operations  should  an  emergency  occur.  Reference  to  this 
material  was  included  in  the  Department’s  State  and  County  Defense  Opera- 
tions Handbooks. 

5 . Defense  Activities 


A series  of  lectures  were  arranged  in  the  V/ashington,  D,  C.  Metro- 
politan Area  to  familiarize  employees  with  the  hazards  of  radiation  and 
the  protective  measures  which  are  possible.  A wallet-sized  leaflet  en- 
titled, "Survival  Self  Helps,"  was  printed  and  distributed  to  all  em- 
ployees of  the  Department. 

The  Department  decided  to  establish  a unit  of  the  National  Defense 
Executive  Reserve.  Steps  v/ere  taken  to  get  the  program  under  v/ay.  Eight 
bureaus  nom.inated  188  persons  from  30  States  and  the  District  of  Columbia 
for  membership. 

The  Office  arranged  for  six  employees  of  the  Department  to  partici- 
pate in  the  Chemical,  Biological,  and  Radiological  training  course  of 
the  Chemical  Corps  of  the  Department  of  the  Army  at  Dugv/ay,  Utah. 

6o  Deferment 


Agency  proposals  for  the  designation  of  "key  positions"  were  received 
but  due  to  the  wide  disparity  of  interpretation  it  has  been  necessary  to 
negotiate  vdth  some  of  the  agencies  before  a reasonably  uniform  presenta- 
tion can  be  made  to  the  Department’s  Deferment  Committee. 

This  has  been  accomplished  by  the  designation  of  the  MODE  project 
to  include  information  on  military  obligations  of  employees. 

7 . Employee-Management  Cooperation 

At  the  outset  of  fiscal  year  1963,  regulations  for  implementing 
EoO.  10988  were  issued.  These  regulations  have  proved  to  be  quite 
satisfactory  in  use  during  the  year.  They  comprise  8 AR,  Chapter  44.5, 

As  a further  aid  to  those  administering  the  program  of  employee- 
management  cooperation,  as  well  as  to  leaders  of  employee  organizations, 
there  was  issued  in  October  a Staff  Paper,  "Employee-Management  Co- 
operation --  Questions  and  Answers,"  which  contained  the  full  text  of 
the  regulations,  together  with  a series  of  questions  and  answers. 

These  Q’s  and  A’s  stated  and  gave  answers  to  many  of  the  common  problems 
that  arise  in  carrying  on  the  day-to-day  program  of  v;orklng  with  the 
employee  organizations. 
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In  the  meantime,  the  process  of  recognizing  eligible  employee 
organizations  continued.  At  the  National  level,  five  organizations  had 
been  accorded  formal  or  exclusive  recognition,  as  follows:  American 
Federation  of  Government  Employees  (AFGE);  National  Federation  of  Federal 
Employees  (NFFE);  the  Organization  of  Professional  Employees  of  the  De- 
partment of  Agriculture  (OPEDA);  the  National  Association  of  County 
Office  Employees  (NASCOE);  and  the  National  Association  of  Federal 
Veterinarians  (NAFV).  (Formalities  of  recognizing  NAFV  have  not  in 
fact  been  completed  pending  final  decision  regarding  the  representation 
unit . ) 

These  five  organizations  represented  a total  of  approximately  31,000 
employees  of  the  Department  and  of  the  ASCS  County  Committees.  The 
practical  question  arose  as  to  how  best  to  do  business  with  them  at  the 
Department  level.  After  careful  study  of  the  problem  and  consultation 
with  the  organizations  involved,  it  was  decided  to  establish  a USDA 
Employee-Management  Cooperation  Council,  This  was  done.  The  Council 
first  me’:  November  8,  1962,  and  has  since  met  quarterly  to  consider 
broad  questions  of  personnel  policy  of  general  concern,  A Staff  Report 
regarding  the  organization  of  the  Council  and  its  plan  of  work  was  issued 
in  December  as  "USDA  Employee-Management  Cooperation  Council." 

The  first  arbitration  case  in  the  Department  came  to  a hearing 
June  13-14,  after  a long  period  of  preliminaries.  The  issue  hinged  on 
the  desire  of  the  AFGE  to  include  professional  veterinarians  in  the 
same  unit  with  the  nonprofessional  inspectors  in  the  Meat  Inspection 
Division,  ARS , The  Department  was  unwilling  to  do  this,  and  the  AFGE 
requested  that  the  matter  be  put  to  arbitration.  Judge  Nathan  Cayton 
served  as.  Arbitrator.  It  is  anticipated  that  his  Advisory  Decision 
will  be  given  early  in  August, 

Another  precedent  action  was  the  holding  of  an  election,  AFGE 
Lodge  No.  1940,  which  had  been  accorded  Form.al  recognition  to  represent 
the  non-supervisory , non-professional  employees  at  the  Plum  Island 
Animal  Disease  Laboratory,  N.  Y, , applied  for  Exclusive  recognition  to 
represent  the  employees  in  the  unit.  Since  approximately  38  percent  of 
the  employees  in  the  unit  were  members  of  the  AFGE,  the  request  for  the 
election  V7as  concurred  in  and  the  election  was  held  May  2 and  3.  Of 
255  valid  ballots  cast  by  employees  in  a unit  totaling  279,  the  AFGE 
received  217  votes  and  hence  the  right  to  Exclusive  recognition. 

In  order  to  keep  managers  and  supervisors  informed  regarding  the 
essentials  of  the  EMC  program,  a special  "Tips  to  Supervisors"  vias  issued 
in  March.  Some  27,000  copies  were  distributed.  New  text  regarding  the 
program  was  also  written  for  the  Employee  Handbook,  copies  of  which  were 
being  distributed  to  all  employees  at  the  end  of  the  fiscal  year. 


Intergroup  Relations 


An  Advisory  Council  of  Agency  Personnel  Directors  was  organized  on 
November  19,  1962,  to  assist  in  planning  equal  employment  opportunity 
activities  and  exchange  information  and  techniques  to  advance  this  con- 
cept . 


One  of  the  major  accomplishments  of  the  Office  is  getting  acceptance 
by  the  President's  Committee  on  Equal  Employment  Opportunity  for  USDA  to 
include  "race"  in  MODE  program » The  first  10,000  names  of  employees 
presently  in  MODE  are  to  be  immediately  included  in  a plan  to  determine 
the  impact  of  "race"  on  utilization  in  USDA,  Another  project  which  has 
been  accepted  is  a study  of  the  use  of  employees  in  the  USDA  Library  on 
the  basis  of  "race»" 

A survey  was  made,  at  the  suggestion  of  the  President’s  Committee 
on  EEO,  to  determine  the  degree  of  utilization  of  qualifications  and  skills 
of  USDA  employees,  GS-5  and  below. 

Twenty  complaints  of  employment  discrimination,  filed  under  E.O.  10925 
during  the  program  year,  were  handled. 

The  Office  actively  engaged  in  recruiting  activities  at  ten  Negro 
colleges  and  made  additional  contacts  to  broaden  understanding  of  Depart- 
ment determination  to  use  qualified  Negroes  through  Elks,  Masons,  National 
Urban  League,  National  Bar  Association,  articles  in  various  news  media, 
and  speeches  at  schools  and  churches,  A pictorial  brochure,  "Progress  in 
EEO  in  USDA,"  is  now  at  press,  with  a release  date  of  August  1,  1963. 

Employment  data  for  seven  selected  Southern  cities  was  developed  on 
the  use  of  Negro  employees  and  vacancies. 

The  Office  recruited  and  referred  candidates  for  agency  consideration 
and  placement  as  intergroup  relations  specialists. 

An  executive  review  of  the  EEO  program  was  held  for  Department  Adminis 
trators.  Assistant  Administrators  for  Management,  and  Personnel  Directors 
May  13-14,  1963,  The  two-day  program  was  opened  by  Vice  President  Johnson, 
Chairman  of  the  President’s  Committee  on  Equal  Employment  Opportunity; 
Hobart  Taylor,  Executive  Vice  Chairman  of  the  President’s  Committee;  and 
John  Hope,  Assistant  Executive  Director  for  Government  Employment  of  the 
President’s  Committee,  Second  day  workshops  were  geared  to  expanding  agenc 
skills  in  promoting  EEO  through  affirmative  action  programs. 

Interviews  with  45  employees,  all  but  one  of  whom  were  non-white,  have 
provided  some  index  on  the  effect  of  "race"  on  job  opportunity  and  advance- 
ment in  the  Department,  Some  of  those  interviewed  have  been  promoted  as  a 
result  of  agency  visits  on  problems,  some  have  been  placed  in  training  or 
counseled,  and  others  presented  matters  on  which  no  assistance  was  possible 
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The  Office  coordinated  inquiry  into  circumstances  surrounding  the 
release  of  a Negro  county  agent  in  South  Carolina,, 

A conference  was  arranged  with  the  U.  S„  Employment  Service  Minority 
Group  Consultant  to  review  the  role  of  U^SoEoSo  in  Public  Works  Accelera- 
tion Act  employment  and  to  safeguard  equal  employment  opportunities. 

A brochure  on  equal  employment  information,  concerning  meetings  with 
Presidents  and  Deans  of  Negro  land-grant  colleges,  received  wide  distri- 
bution (3,000  copies),  including  Negro  press;  Exalted  Ruler’s  Office, 

IBPOE;  Executive  Secretaries  of  National  Urban  Leagues;  Negro  high  schools; 
USDA  agencies;  etCo 

A report  on  the  employment  of  Negroes  and  Spanish-speaking  employees 
in  USDA  was  prepared  and  disseminated  to  all  agencies. 

Agency  reports  on  problems  and  progress  in  the  Department  were  sub- 
mitted and  compiled  monthly  in  the  Intergroup  Programs  office.  These 
reports  are  the  basis  of  the  EEO  program  in  the  Department, 

9 , Personnel  Research 


This  marks  the  end  of  the  first  year  of  service  of  the  Personnel  Re- 
search Staff.  This  staff  of  three  professional  psychologists  and  two 
staff  assistants  have  contributed  much  to  advancing  the  effectiveness  of 
personnel  management  other  than  the  imposing  results  reported  below? 

Conferences  with  the  Director  of  Personnel,  other  staff  members  of 
OP,  and  agency  personnel  officers  occur  on  a continuing  basis.  Advisory 
services  of  the  Staff  have  been  utilized  in  connection  with  a variety  of 
problems,  including  among  others  the  man-in- job  concept  and  its  relation- 
ship to  biographical  and  background  data;  feasibility  of  establishing  a 
skills  and  knowledge  testing  program  for  Meat  Inspectors;  identification 
of  ADP  talent;  rate  of  progression  as  related  to  college  major;  varia- 
tions in  performance  as  a function  of  geographical  location;  turnover 
among  Engineers;  the  use  of  dexterity  tests  to  select  part-time  workers 
in  cotton  grading  centers;  obtaining  statistics  on  the  use  of  minority 
groups  in  the  Department;  effectiveness  of  the  Department’s  recruiting 
efforts  in  colleges  and  universities;  definition  of  acceptable  level  of 
competence  for  pay  step  increases;  evaluation  of  progress  in  implementing 
PPRM  recommendations;  and  long-range  planning. 

Data  from  the  Personnel  Flow  Questionnaire  have  been  analyzed,  and 
a report  of  the  findings  issued  as  "Personnel  Flow  in  USDA," 

The  three  intra-agency  career  programs  for  which  original  commit- 
ments for  implementation  in  MOHR  during  1964  were  made  are  FS  General 
Foresters,  ARS  Plant  Quarantine  Inspectors,  and  SCS  Conservationists, 
Subsequently,  inter-agency  career  programing  efforts  have  been  initiated 
(v/ith  ADP  personnel.  Accountants,  and  Personnel  Officers). 
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Representatives  of  the  Forest  Service,  Plant  Quarantine  Inspectors, 
and  Soil  Conservationists,  in  consultation  with  PRS , are  proceeding 
according  to  schedule  in  preparing  for  the  implementation  of  their  MOHR 
programs  by  January  1964 » 

The  Staff  has  continued  to  work  closely  with  the  MOHR  Steering 
Committee  and  OMASD  in  specifying  research  problems  related  to  career 
planning  programs. 

An  experimental  test  battery  for  entering  personnel  has  been  devel- 
oped, and  provisions  have  been  made  for  cooperative  interagency  test 
administration.  One-day  workshop  training  sessions  in  testing  have 
been  scheduled  during  the  first  tvjo  weeks  in  July  at  Washington,  Chicago, 
Atlanta,  Denver,  and  San  Francisco.  Administration  of  the  experimental 
battery  will  begin  shortly  thereafter. 

Research  is  under  V7ay  to  develop  improved  performance  evaluation 
systems.  Technical  assistance  is  being  provided  in  the  collection  and 
analysis  of  critical  incidents  illustrative  of  effective  and  ineffective 
job  performance  in  several  occupational  areas  including  Foresters,  Soil 
Conservationists,  Plant  Quarantine  Inspectors,  Data  Processors,  and 
Personnel  Officers.  Material  now  being  received  both  from  Washington 
and  from  the  field  will  be  used  in  the  development  of  performance  record 
forms.  In  addition,  a statistical  analysis  of  the  GS-12  Forester  pro- 
motion roster  has  been  completed  and  a similar  analysis  of  the  Soil 
Conservationist  promotion  roster  is  being  initiated. 

In  collaboration  with  the  Employee  Development  Division,  a meth- 
odology for  evaluating  management  training  programs  has  been  developed, 
and  a first  report  issued  as  "A  Path  to  Management  Development  and  to 
the  Measurement  of  its  Growth,"  The  Kepner-Tregoe  course  in  Management 
Problem  Anal^^sls  and  Decision  Making  was  selected  for  a pilot  study.  A 
follow-up  of  participants  in  the  pilot  study  and  their  supervisors  is 
now  getting  under  way.  At  the  same  time,  advice  and  training  in  the 
application  of  the  technique  to  other  managerial  training  courses  is 
being  provided  to  a member  of  the  Employee  Development  Division. 

The  proposed  clearing  house  for  information  concerning  agency  per- 
sonnel research  projects  has  been  established.  To  date,  a number  of 
reports  and  other  information  have  been  received.  Several  citations 
of  relevant  research  literature  have  been  made  to  appropriate  agencies. 

Liaison  has  been  established  and  is  being  maintained  with  a number 
of  other  government  agencies  and  private  organizations.  Among  those 
with  v/hom  Staff  members  have  discussed  research  of  mutual  interest  are 
representatives  of  the  Internal  Revenue  Service,  the  Veterans  Adminis- 
tration, the  Army  Personnel  Research  Office,  the  Civil  Service  Commis- 
sion, the  Personnel  Laboratory  at  Lackland  Air  Force  Base,  and  the 
General  Motors  Corporation. 
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The  first  series  of  personnel  research  colloquia  for  representatives 
from  various  agencies  and  offices  has  been  completed „ 

Research  projects  not  originally  included  in  the  Staff’s  Work  Plans 
Include  a study  of  certain  personnel  concepts,  and  a follow-up  study  of 
approximately  100  Forest  Service  employees  who  took  the  Kuder  Preference 
Record,  an  interest  test,  in  1949  and  1950,,  A report  on  the  last-named 
study  has  been  completed  and  will  be  issued  in  July  1963  as  "Prediction 
of  Forester  Retention  and  Advancement  from  the  Kuder  Preference  Record," 

10 o Classification  and  Standards 


a.  Position  Classification 


Three  work  plans  were  approved  for  this  function  under  the  titles 
of  (1)  Program  Coordination  and  Leadership;  (2)  Program  Evaluation;  and 
(3)  Position  and  Pay  Management  for  Supervisors, 

The  objective  for  (1)  was  to  promote  the  development  of  agency 
work  plans  on  position  and  pay  management  activities,  inspect  operations 
under  those  plans  by  on-site  audits,  and  use  reports  of  the  audits  to 
secure  improvements  in  the  agency  programs.  The  work  plan  for  (2), 

Program  Evaluation,  was  closely  related  to  (1)  but  dealt  more  specifically 
with  items  covered  by  the  Civil  Service  Commission  in  its  continuous  in- 
spection of  the  classification  and  pay  management  function  in  the  Depart- 
ment, The  purpose  of  (3)  was  to  develop  informational  and  instructional 
material  needed  by  supervisors  to  increase  their  understanding  of  position 
and  pay  management  principles  and  practices,  and  to  establish  improved 
methods  of  communicating  with  them  about  the  right  interpretation  and 
use  of  this  material. 

The  Classification  Council  has  provided  assistance  in  meeting 
each  of  the  preceding  three  objectives.  Lack  of  travel  funds  and  the 
priority  which  Council  members  have  had  to  give  work  on  classification 
and  pay  management  forms  and  procedures  for  the  MODE  program  dealing  with 
automation  of  personnel  data  have  slowed  progress  in  reaching  the  ob- 
jectives, Target  dates  will  be  extended  and  a request  for  assistance 
v;ill  be  made  through  detail  of  agency  personnel  to  v/ork  on  the  plans  in 
fiscal  year  1964, 

b , Occupational  Standards 

Two  v;ork  plans  were  approved  for  this  function  under  the  titles 
of  (1)  Guide  for  Occupational  Standards  Review,  and  (2)  Validation  of 
Standards  for  Wage  Board  Jobs,  Preparation  of  a guide  for  evaluation 
of  supergrade  positions  had  to  be  substituted  for  (1),  Validating 
qualification  standards  for  wage  board  jobs,  which  is  half  the  objec- 
tive under  (2)  is  behind  schedule,  but  completion  of  this  project  is 
expected  during  the  first  quarter  of  fiscal  year  1964,  The  other  half 
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of  the  project,  relative  to  standards  in  the  Department's  Wage  Board 
Manual,  may  have  to  be  canceled  in  order  to  provide  time  for  other 
higher  priority  standards  projects  that  have  been  added  to  the  Divi- 
sion's schedule o 

Co  Salary  and  Wage  Administration 

Three  work  plans  V7ere  approved  for  these  functions  under  the 
titles  of  (1)  Establishment  of  Pay  Management  File;  (2)  Staff  Work  for 
Review  Wage  Board;  and  (3)  a feasibility  study  on  recentralizing  wage 
rate  setting  in  the  Department o Over  100  firms  responded  to  the  request 
for  pay  management  and  job  evaluation  materials  sought  under  the  first 
of  these  objectives o Similar  material  from  the  business  and  public 
administration  departments  of  universities  will  be  added  to  this  collec- 
tion, then  catalogued  and  filed  for  reference  in  the  Divisiono 

Staff  work  for  the  Review  Wage  Board  performed  under  (2)  indi- 
cates that  the  several  agencies  will  adopt  more  uniform  rates  of  pay 
for  their  wage  board  employees  only  as  they  are  required  to  do  sOo 
Greater  decentralization  would  apparently  produce  less  uniformity,  or 
at  least  it  would  make  desirable  uniformity  harder  to  achieve,,  Analysis 
of  several  hundred  wage  rate  notices  received  in  the  Division  during  the 
past  fiscal  year  makes  this  very  obvious o The  implications  relative  to 
the  objective  for  (3)  are  also  obvious:  the  rate  setting  function,  if 
recentralized,  would  in  the  long  run  have  an  Inflationary  effects  No 
further  action  is 'being  taken  on  (3)  at  this  timea 

11 o Employee  Development 

a.  Administration  of  Public  Law  85-507 


Department  Regulations  on  Training  were  updated  for  the  new  issue 
of  the  Federal  Personnel  Manual,  Extensive  delegation  to  agency  heads  for 
approval  of  training  has  eliminated  over  95  percent  of  "paper  flow"  to  OP 
from  agencies  and  expedited  training  approvals. 

Beginning  in  December  1962,  a training  nev/sletter,  "Training 
Opportunity  Programs,"  (TOP),  was  issued  and  will  continue  periodically 
as  a listing  of  training  opportunities  which  lend  themselves  to  inter- 
agency participation. 

Coordination  of  interagency  training  was  accomplished  by: 

"TOP,"  Seminars  in  Executive  Development,  Seminars  in  Middle  Management, 
training  officers'  seminars ,and  training  officers'  luncheons „ 

Thirty-six  Department  employees  received  scholarships  or  awards 
for  study  in  fields  of  research  or  management.  Many  were  received  through 
national  competition » They  ranged  from  three  weeks  to  two  years  in 
length,  and  Involved  amounts  from  $100  to  $13,000o 
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b 0 Evaluation  of  Training 


A speaker  from  the  CSC  Clearinghouse  spoke  before  the  January 
1963  Training  Officers*  Seminar  on  this  subject o 

Members  of  the  Division  attended  16  Interagency  training 
programs  and  evaluation  training  sessions  in  and  out  of  USDA,  and 
served  on  steering  committees,  as  general  chairmen,  and  as  resource 
speakers  o 


The  Division,  the  Personnel  Research  Staff,  and  the  Training 
Officers  from  FS  and  ARS  developed  a series  of  before-and-after  ques- 
tionnaires that  have  been  sent  to  participants  of  USDA  interagency 
programs  and  to  their  supervisors = A report,  "A  Path  to  Management 
Development  and  to  the  Measurement  of  its  Grov/th,"  was  issued  by  Per- 
sonnel Research  Staff  in  February  1963 o This  method  of  evaluation  is 
now  being  used  for  all  Department-coordinated  training  programs., 

c.  Management  Development  Task  Force  Report 

The  Management  Development  Task  Force  Report  was  issued  in  final 
form,  "Developing  USDA  Managers,"  and  distributed  by  Secretary’s  Memo 
Noc  1521,  December  1962c 

Seven  Seminars  in  Executive  Development  and  two  Seminars  in 
Middle  Management,  plus  special  training  programs  were  developed  and  con- 
ducted. 

d . Department-wide  Management  Intern  Program 

An  extensive  recruitment  program  was  initiated  and  contacts  were 
made  with  over  70  universities  and  colleges  throughout  the  United  States. 
All  658  applicants  on  the  Management  Intern  eligible  list  received  direct 
communication  from  the  Office.  Over  200  individual  files  were  referred 
to  Department  agencies  for  review.  In  May  1963  the  Civil  Service  Com- 
mission approved  an  amendment  to  the  Department’s  program  permitting 
hiring  and  placing  of  Management  Interns  at  selected  field  locations. 

The  Office  assisted  the  Department  agencies  in  the  placement  of 
twenty  M, I . ’ s , 


A comprehensive  Management  Intern  Training  Program  was  initiated 
by  the  Department,  which  included  weekly  seminars  where  M.I.’s  met  with 
Assistant  Secretaries,  Agency  Heads,  and  other  Department  and  Agency 
officials.  All  significant  programs  of  the  Department  were  covered 
during  the  ten  months  of  weekly  seminars.  M.I.’s  received  rotational 
assignments,  performed  special  projects,  attended  tours  of  management 
and  program  activities,  and  prepared  evaluation  reports.  Twelve  M.I.’s 
successfully  completed  the  Department-wide  training  program. 


- 28 


The  provisions  of  the  USDA  program , approved  by  the  CSC^  have 
been  complied  witho  In  addition,  individual  periodic  interviews  with 
the  !i,I,*s  have  been  conductedo 

Since  this  is  the  first  full-scale  Mold  Program,  it  has  been 
under  continuous  studyo  A three-month  evaluation  resulted  in  change  of 
the  v;eekl3^  seminars  to  include  more  Department  programs,,  The  fiscal 
year  1964  program  will  include  suggested  changes  originating  from  the 
first  yearns  evaluation,, 

The  Administrative  Assistant  Secretary  has  given  special  emphasi 
to  increased  use  of  MoId*So  He  has  written  individual  letters  to  Agency 
Heads  and  followed  through  on  a personal  basis » 

Four  USDA  Mold's  received  special  scholarships  at  George  Wash- 
ington Universityo 


Fiscal  year  1962  Department  report  showing  employees  trained  in 
formal  supervision  courses  was  issued  to  the  Civil  Service  Commission  in 
August  1962 d 

Individual  interviews  with  all  Department  training  officers  pro- 
vided information  for  the  development  of  Seminars  in  Middle  Management 
(SIMM)o 


"TOP"  provides  for  coordination  of  agency  supervisory  training 
programs  which  will  expand  with  further  use  of  "SIMM"  and  "SEDo" 


Management  Development  Task  Force  Report,  "Developing  USDA 
Managers,"  v;as  issued  in  December  1962,  and  OP  Staff  Paper,  "Seminars 
in  Middle  Management,"  dated  January  1963,  set  standards » 

Course  content  for  "SIMM"  was  developed  by  a task  force  and 
issued  as  a Staff  Paper,  "Seminars  in  Middle  Management,"  January  1963, 

The  fiscal  year  1964  schedule  for  SIMM  was  issued  to  agencies 
in  June  1963 o 

The  revision  of  "Guide  Posts  for  Supervisors"  was  delayed 
pending  the  survey  by  the  Policies  and  Procedures  Division,  which  was 
completed  in  December  1962  and  indicated  a need  for  revisiono  Target 
date  for  the  new  issuance  is  September  1963 o 


To  determine  training  needs  of  supervisors,  the  Division  and  the 
Personnel  Research  Staff  developed  a questionnaire  covering  the  entire 
management  field  and  sent  it  to  graduates  of  TAM  Institutes o A report 
of  results  is  to  be  issued  in  September  1963„ 
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f „ Development  of  Middle  Managers 


SIMM  is  for  both  supervisors  and  middle  managers o Study  of  this 
combined  training  program  v/ill  be  made  after  the  first  six  sessions  to 
determine  if  supervisors  and  middle  managers  should  be  trained  in  the 
same  sessions  <> 

g.  Interagency  Seminars  in  Executive  Development  (SEP) 


The  Administrative  Assistant  Secretary  and  the  Director  of  Per- 
sonnel have  given  much  attention  and  positive  leadership  to  the  SED 
Program, 


A pamphlet  giving  the  complete  fiscal  year  1963  schedule  of  the 
SED  Program  was  issued  June  26,  1962,  A SED  brochure,  "A  Nev/  Dimension 
in  Executive  Grovrth,"  was  issued  in  March  1963, 

The  procedure  for  conducting  the  SED  Program  has  been  a con- 
tinuing operation,  with  the  staff  and  Secretary’s  Management  Development 
Committee  perfecting  the  procedures  as  the  program  has  advanced.  The 
changes  have  been  based  on  an  appraisal  by  a team  of  evaluators  of  each 
SED  program’s  effectiveness. 

Seven  seminars  for  216  top  level  USDA  managers,  grades  13-18, 
were  conducted  at  the  following  locations: 


(1) 

Gaithersburg,  Maryland 

(5) 

San  Dimas,  California 

(2) 

East  Lansing,  Michigan 

(6) 

Washington,  D,  C, 

(3) 

Lincoln,  Nebraska 

(7) 

Hagerstown,  Maryland 

(4) 

Tucson,  Arizona 

Reports  on  the  first  four  seminars  have  been  issued,  A con- 
solidated report  on  the  first  year  of  SED  will  be  issued  in  September 


1963, 


h.  Responsibility  Re  MODE 

A summary  report  to  the  Director  of  Personnel  on  MOHR  and  MODE 
as  they  relate  to  training  was  issued  in  November  1962, 

Procedure  for  training  and  retraining  as  an  outgrowth  of  the 
use  of  ADP  will  be  developed  for  the  agencies  as  their  specific  needs 
become  known.  This  problem  will  be  kept  in  focus  and,  as  needed,  De- 
partmental training  programs  will  be  initiated, 

i . Programed  Learning  and  Gaming  for  Training 


A collection  and  analysis  of  select  materials  on  programed  in- 
struction, gaming,  and  creativity  has  been  assembled  and  is  available  on 
loan  to  the  agencies. 
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Material  on  training  activities  and  techniques  has  been  issued 
to  the  agencies  for  their  use. 

A task  force  has  been  set  up  to  study  the  techniques  of  pro- 
gramed learning  and  its  use  in  management  developments  Members  of  this 
group  will  receive  training  on  this  subject  through  Government  and 
university  programs.  The  task  force  will  be  available  to  counsel  with 
agency  training  officers, 

j . Training  Publications  and  Communications 

A file  of  agency  training  publications  is  maintained  as  refer- 
ence material, 

A telephone  survey  of  needed  training  materials  by  agencies  was 
completed  in  September  1962, 

Target  date  for  issuing  a new  "Guides  for  Supervisors"  is 
September  1963. 

A schedule  of  subjects  and  due  dates  for  "Tips  to  Supervisors" 
was  issued  by  Director’s  memo,  October  1952, 

A survey  of  the  agencies  indicated  no  immediate  need  for  corre- 
spondence courses.  However,  the  Division  is  cooperating  with  the  Office 
of  the  Inspector  General  on  training  for  auditors  and  investigators,  who 
may  use  correspondence  courses. 

The  Office  of  Information  has  indicated  that  all  training 
material  should  be  distributed  by  OP,  with  only  technical  and  publica- 
tion assistance  from  the  other  staff  offices. 

Tips  to  Supervisors:  Ten  issues  of  "Tips"  were  developed  and 
distributed  during  fiscal  year  1963.  Nine  of  these  issues  were  distri- 
buted to  over  26,000  employees,  A special  issue  on  Radiation  Fallout 
was  issued  to  every  Department  em.ployee.  Over  150  special  requests  for 
copies  of  "Tips"  from  individual  citizens,  universities,  other  Federal 
and  State  agencies,  and  foreign  governments  have  been  received.  Two 
issues  have  been  reprinted  by  other  Federal  agencies  for  use  in  their 
employee  development  programs, 

k „ Orientation  Training 


Although  a formal  survey  of  the  agencies  on  orientation  was 
not  conducted,  suggestions  have  been  invited  and  informal  inquiries 
made  to  get  ideas  for  improving  the  program. 

The  color  slides  on  "Understanding  USDA"  for  the  orientation 
meetings  v/ere  updated. 


31 


A review  showed  that  the  Orientation  Section  of  the  Training 
Chapter,  AR  Chapter  40,  did  not  need  revision„ 

1.  Orientation  Materials 


The  "Employee  Handbook"  was  updated  and  became  a "best  seller," 
with  agencies  ordering  163,000  copies  which  were  distributed  in  June  1963., 

The  "Guide  to  Understanding  the  Uo  S,  Department  of  Agriculture" 
has  been  updated  and  will  be  issued  in  August  1963o  Agencies  have  ordered 
over  20,000  copies, 

m.  Orientation  Meetings 

Three  Department-wide  Orientation  Programs,  two  in  Washington 
and  one  in  Beltsville,  were  attended  by  1,178  employees. 

Over  1,800  employees  attended  a special  showing  of  the  award- 
winning film,  "The  River," 

A special  orientation  program  was  conducted  for  over  500  USDA 
summer  student  employees  in  1962, 

A special  orientation  program  was  conducted  in  June  1963  for  the 
55  students  in  the  Washington  Action  for  Youth  program. 

The  attendants  at  orientation  meetings  were  asked  for  their 
suggestions  on  how  to  improve  these  meetings.  Suggestions  received  have 
been  acted  upon, 

n . Orientation  - Department’s  Personnel  Program 

Orientation  and  rotation  tours  were  scheduled  in  OP  for  over 
100  agency  employees  in  nine  groups.  This  is  a continuous  operation. 

The  Office  analyzed  requests  and  determined  training  needed  by 
four  foreign  visitors  interested  in  personnel  administration  in  USDA, 
Training  sessions  for  these  foreign  visitors  were  also  planned,  co- 
ordinated, and  evaluated  in  OP. 

o.  Secretarial  Training 


A committee  was  established  in  October  1962  to  determine  what 
secretarial  training  programs  should  be  conducted  by  the  Office  of  Per- 
sonnel. 


Three  sessions  of  the  two-day  Advanced  Secretarial  Institute, 
sponsored  by  OP,  were  attended  by  139  employees.  These  Institutes  cov- 
ered specific  duties  of  the  secretaries  and  their  relationships  to  their 
organization  and  superiors. 
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Four  Department-wide  Telecommunication  System  training  sessions 
on  the  new  Federal  long  distance  telephone  system  were  attended  by  IjSOO 
employees,  mainly  secretaries. 

Over  800  secretaries,  stenographers,  and  typists  attended  two 
training  sessions  on  Modern  Mimeographing  Techniques,  Detailed  instruc- 
tions were  presented  on  the  use  of  the  Master  Copy,  using  stencils, 

p , Joint  Committee  of  the  Department  of  Agriculture  and  Land-Grant 

Universities  on  Training  for  Government  Service 

This  Joint  Committee  is  composed  of  a section  with  seven  members 
from  the  Land-Grant  Colleges  and  a section  with  seven  members  from  the 
Department,  This  committee,  organized  in  1936,  continues  to  be  one  of 
the  more  valuable  means  of  maintaining  contacts  on  personnel  matters  with 
the  "outside,"  The  Director  of  Personnel  serves  as  a co-chairman  with 
President  Colvard  of  Mississippi  State  University, 

The  Office  provides  the  secretarial  assistance  and  much  of  the 
leadership  for  its  operation. 

Pre-meeting  sessions  with  the  Department  members,  held  during 
the  past  two  years,  has  increased  the  Department’s  use  and  benefits  from 
this  Committee, 

The  1963  report  on  the  work  of  the  Committee,  issued  in  May  1963, 
contained  12  recommendations  which  ha^^'e  been  referred  to  responsible 
persons  for  implementation, 

A report  which  evaluated  the  work  of  the  Committee  was  issued 
in  November  1962, 

Response  to  initial  "soundings"  by  the  Director  of  Personnel  to 
the  universities  through  this  Committee,  on  possible  cooperation  in 
joint  use  of  ADP  for  maintaining  student-employee  records,  has  been 
encouraging, 

12 , Examination  and  Employment 
a.  Summer  Employment 

During  the  summer  of  1962,  564  students  from  39  States  and  the 
District  of  Columbia  were  employed  in  12  agencies  of  the  Department  in 
the  V/ashington , D,  C,,  Metropolitan  Area,  They  participated  in  the 
White  House  seminar  and  were  afforded  opportunities  within  the  agencies 
and  staff  offices  of  the  the  Department  to  become  familiar  with  the 
programs  of  the  Department,  No  attempt  was  made  to  tabulate  the  number 
employed  by  agencies  at  field  locations. 
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Information  was  obtained  from  agencies  as  to  the  estimated 
summer  employment  needs  for  1963  for  both  Washington  and  field  stations. 
Applications  were  received,  analyzed,  and  referred  to  agencies  for  con- 
sideration for  placement  in  positions  appropriate  to  the  applicant’s 
education  and  career  interest. 

Guideline  standards  for  the  evaluation  and  selection  of  can- 
didates for  1963  summer  employment  were  issued,  emphasizing  that  agencies 
of  the  Department  would  not  be  influenced  to  a decision  because  of  race, 
national  origin,  sex,  political  affiliation,  or  religious  beliefs  of 
candidates  for  temporary  summer  positions;  and  that  selection  would  not 
be  subject  to  political  clearance  or  influenced  by  political  endorsement. 

b . Central  Interview  and  Referral 

During  fiscal  year  1963,  as  of  the  date  of  this  report,  the 
office  conducted  personal  Interviews  with  approximately  1,800  candidates, 
referring  qualified  candidates  to  agencies’  personnel  offices  for  em- 
ployment consideration.  About  2,300  letter  responses  were  written  and 
a like  number  of  inquiries  were  responded  to  by  furnishing  appropriate 
printed  publications. 

The  Division  maintained  contact  with  agencies’  employment 
officers  on  employment  needs  and  participated  in  the  work  of  the 
Interdepartmental  Placement  Committee  to  facilitate  the  out -placement 
of  qualified  employees  reached  in  reduction  in  force  and  to  find  quali- 
fied candidates  for  vacancies  within  the  Department  agencies. 

Information  was  developed  for  use  in  updating  recruiting  bro- 
chures published  by  other  Departments  of  Government  or  other  organiza- 
tions in  which  the  Department  had  an  interest.  These  Included  three 
by  the  Civil  Service  Com.mission,  one  in  the  field  of  engineering,  one 
on  Federal  jobs  overseas,  and  one  on  summer  employment  in  Federal 
agencies;  the  Occupational  Outlook  Handbook  by  the  Department  of  Labor; 
and  "Need  a Lift,"  a job  opportunity  brochure  published  by  the  American 
Legion . 


c . Examining 


As  an  outgrowth  of  the  Personnel  Policy  Review  Meeting  Recom- 
mendation No.  25,  a plan  was  developed  to  make  adjustments  in  the 
organizational  structure  of  the  Department’s  board  of  examiner  system. 
This  involved  procedures  which  will  place  the  responsibility  fors  the 
development  and  initiation  of  announcements;  the  receipt,  review,  and 
rating  of  applications;  the  establishment  of  registers  and  certifica- 
tion of  eligibles;  the  audit  of  certificates  and  the  maintenance  of 
records  and  preparation  of  reports  in  those  agencies  having  primary 
need  for  positions  covered  by  specific  examinations  or  segments  of 
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examinations  conducted  by  the  Central  Board  of  U„  So  Civil  Service  Exam- 
iners for  the  Department;  and  establishing  boards  of  examiners  for 
individual  agencies  or  groups  of  agencies  at  field  locations  to  conduct 
examinations  primarily  for  field  positions  not  subject  to  Nation-wide 
competition  and  which  are  predominantly  peculiar  to  the  needs  of  the 
agenc}^  or  agencies  for  which  such  boards  are  established.  The  policy 
and  guideline  memoranda  to  accomplish  this  have  been  released. 

The  Office  represented  the  Department  at  interagency  meetings 
to  develop  examining  approaches  to  meet  needs  in  jobs  common  to  many 
agencies. 


Through  the  Central  Board  of  Examiners,  there  were  developed 
and  put  into  operation  unassembled  examinations  for  plant  quarantine 
and  plant  pest  control  inspector,  agricultural  statistician,  veterinarian, 
student  trainee  (veterinarian),  and  agricultural  commodity  grader  (meat), 

d.  College  Recruitment 


"Opportunities  for  Employment  in  the  U,  S,  Department  of  Agri- 
culture" was  rewritten  and  8,700  copies  distributed  to  colleges,  voca- 
tional counselors,  libraries,  4-H  Leader  groups.  Peace  Corps  volunteers, 
and  others  as  requested, 

A USDA  College  Recruitment  Directory  is  in  the  process  of 
development  to  take  the  place  of  USDA  Publication  No,  45,  "Career 
Service  Opportunities  in  the  U,  S,  Department  of  Agriculture,"  This 
will  be  ready  when  the  fall  school  term  begins. 

Reports  on  a sampling  of  250  college  recruitment  visits  by 
agency  personnel  between  February  15  and  March  31,  1963,  are  being 
studied  to  determine  trends  and  opportunities  for  improvement.  Repre- 
sentatives of  the  Office  participated  in  career  day  activities  at  two 
of  the  larger  institutions. 

The  USDA  college  recruitment  exhibit  was  used  at  seven  Career 
Festivals  or  other  college  functions.  There  was  a saving  of  $500  in 
shipping  charges  by  scheduling  the  exhibit  so  it  could  be  shipped  direct 
to  one  college  from  another,  rather  than  being  returned  to  Washington 
each  time. 


e.  Performance  Evaluation 


A task  force  issued  a Staff  Paper,  "Appraisal  - Key  to  Manpower 
Utilization,"  The  Office  also  issued  a Tips  to  Supervisors,  "Require- 
ments for  Within-Grade  and  High-Quality  Step  Increases,"  on  Performance 
Evaluation  for  determining  level  of  competence  as  required  by  the  Federal 
Salary  Reform  Act  of  1962.  See  PPRM  Recommendation  No,  29, 
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f « Employee  Utilization 

Studies  were  made  of;  Civil  Service  Commission  inspection  re- 
ports on  methods  used  by  agencies  to  get  maximum  use  of  employee’s 
skills  and  abilities;  methods  used  to  identify  employee's  skills,  etCe 
through  placement  follow-up,  skills  files,  multiple  appraisals,  tests, 
etCo;  and  methods  used  by  agencies  to  eliminate  the  dead-end  job=  A 
task  force  considered  the  personnel  management  techniques  which  con- 
tribute to  effective  manpower  utilization  and  control.  The  findings 
of  this  group  were  the  subject  of  the  Staff  Paper,  "Appraisal  - Key  to 
Manpower  Utilization, " 

g.  Merit  Promotion  Program 

Several  agencies  were  visited  and  CSC  inspection  reports  re- 
viewed to  get  preliminary  information  in  this  area, 

h.  Liaison Activities 


A roster  of  employees  available  for  immediate  detail  to  the 
VJhite  House  for  work  in  positions  of  stenographer,  typist,  clerk,  mail 
clerk,  and  chauffeur  was  developed  and  maintained.  Six  are  presently 
on  detail.  During  the  year,  15  have  been  assigned. 

Arrangements  were  made  to  furnish  54  people  to  serve  as  moni- 
tors or  examiners  in  the  conduct  of  written  competitive  civil  service 
examinations, 

13,  Health 


a.  Use  of  Health  Units 


Unit 


Number  of  Cases 


Metropolitan  Area  31,957 

South  Building  24,482 

Agricultural  Research  Center,  Beltsvllle  4,181 

Plant  Industry  Station  3,294 

Atlanta,  Georgia  11,398 

Cincinnati,  Ohio  1,287* 

Evanston,  Illinois  2,060 

Dallas,  Texas  2,008** 

New  Orleans,  Louisiana  3,286 

Kansas  City,  Missouri  4,101*** 


Cincinnati,  Ohio,  Health  Unit  closed  December  1962 
* Dallas,  Texas,  Health  Unit  closed  February  1963 
■**Kansas  City,  Missouri,  Health  Unit  opened  September  1962 
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b , Special  Cases 
Type 

Referred  to  Public  Health 
Referred  home 
Contagious 

Referred  to  Hospital 

Emergency  or  Service  calls  - to  scattered 
office  locations  ( V/ashington ) 

Beds  used 

Patients  seen  by  Dr,  Buchanan  (Washington) 
(Some  not  noted) 

c.  Special  Service  Programs 


Number  of  Cases 

171 

386 

6 

22 

97 

6,878 

442 


Type 


Number  of  Employees 


Blood  donations 
Polio  shots 
Tetanus  shots 
Flu  shots 
Chest  X-rays 

3 Orientation  Groups  on  Health  (Mrs.  Hackett) 


1,699 

1,288 

1,005 

6,837 

5,776 


d.  Examinations 


Type  Number 

Disability  Retirement  21 

Physical  Examinations  for  overseas  assignments  20 

Visual  efficiency  tests  113 

Hearing  efficiency  tests  559 

Pre-employment  physicals  (WAY)  53 

Other  physical  examinations  100 

e .  Consultations  with  Supervisors  and  Personnel 

Officers  Regarding  Employee  Health  Problems  300+ 


The  Department  Medical  Officer  participated  as  a lecturer  in  the  follov/- 
ing  meetings  concerned  with  health  and  related  matters: 


Philadelphia,  Pennsylvania  - for  ARS  - November  8,  9,  1962 
Portland,  Oregon  - for  Forest  Service  - April  2,  3,  and  4,  1963 
Philadelphia,  Pennsylvania  - for  ARS  - April  24,  1963 
Plum  Island,  Nev;  York  - for  ARS  - April  29,  30,  and  May  1,  1963 
Minneapolis,  Minnesota  - for  ARS  - May  21,  22,  and  23,  1963 
Quebec,  Canada  - for  ARS  - June  17  through  26,  1963 
Washington,  D,  C.  - for  FAS,  ERS,  ARS,  FS,  and  FES  in  various  Super' 
visor.  Secretarial,  and  employee  groups 
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A publication  entitled  "First  Aid  Guide  for  USDA  Employees"  was  completed 
as  Agriculture  Handbook  No.  227.  The  first  printing  at  Government  Print- 
ing Office  called  for  about  90,000  copies.  The  publication  was  slightly 
revised  and  sent  to  GPO  for  a second  printing,  GPO  will  stock  this  item, 
and  it  may  be  purchased  from  them. 

14.  Safety 

a.  Policies,  Programs,  and  Standards 

A revision  was  made  on  8 AR,  Chapter  50,  on  Safety,  to  incor- 
porate tvrenty  major  changes. 

A Department  report  was  filed  with  the  Budget  Bureau  which 
favored  strengthening  of  the  Federal  Safety  Program  by  amendment  of 
Section  33  of  the  Federal  Employees'  Compensation  Act. 

b.  Reporting  System  in  the  Promotion  of  Safe  Working  Conditions 

The  reporting  by  all  supervisors  of  all  accidents  was  made  manda- 
tory, effective  January  1,  1962,  on  a new  form  (AD-278,  Supervisor's 
Report  of  Accident),  A companion  IBM  card,  AD-279,  was  devised  to  trans- 
fer the  data  into  reports.  See  OP  memo  No.  171. 

MDSC  has  agreed  to  try  to  include  accident  reporting  in  MODE 
by  January  1964, 

Each  month  all  USDA  work  injury  case  reports  are  secured  from 
the  Bureau  of  Employees'  Compensation;  separated  into  agency  reports;  and 
distributed  to  appropriate  agency  safety  officers  with  a comparative 
summary  analysis.  Copies  are  sent  to  personnel  officers,  agency  heads, 
assistant  secretaries,  and  program  directors. 

The  annual  report  of  accident  statistics,  now  compiled  from  each 
agency's  report  (Form  AD-135),  will  be  made  up  by  the  Department’s  Central 
Data  Processing  Facility  as  soon  as  arrangements  can  be  made  to  record 
the  AD-278*s  in  the  system, 

c.  Liaison  and  Coordination  on  Safety 

The  Department  Safety  Officer  was  designated  as  the  Department's 
principal  member  on  the  Federal  Safety  Council, 

Fred  J.  Heinrich,  Forest  Service,  was  designated  as  Department 
Representative  on  the  Z16  Committee  of  the  American  Standards  Associa- 
tion, v/hich  deals  with  accident  analysis. 

The  USDA  Safety  Advisory  Committee,  organized  in  1962,  reviews 
proposed  safety  policies,  standards,  and  guides;  initiates  recommendations; 
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augments  the  Committee  by  designating  other  agency  safety  representa- 
tives to  consider  specific  problems;  and  submits  recommendations  to  the 
Department  Safety  Officero 

The  50th  Anniversary  of  the  National  Safety  Council  was  recog- 
nized v/ith  a Secretary's  memo, 

do  Compliance  with  Standards 


The  Safety  Officer  attended  the  National  Safety  Congress  in 
Chicago  and  met  with  all  USDA  representatives  from  field  offices  who 
attended. 


The  Safety  Officer  addressed  the  USDA  Centennial  Luncheon  in 
Philadelphia,  June  5,  1962;  met  with  the  Safety  Committee  of  the  Eastern 
Utilization  Laboratory,  Wyndmore,  Pennsylvania;  and  met  with  all  Forest 
Service  and  Agricultural  Research  Service  Division  Safety  Representatives 
in  Washington, 

e , Education  and  Prom.r-tion  Program  on  Safety 

Agency  Safety  Officers  were  asked  to  forward  to  this  Office  30 
copies  of  all  agency  safety  material  issued.  This  material  was  screened 
and  selected  items  were  assembled  into  Safety  Exchange  Packets  which 
were  distributed  to  all  Safet}^  Officers,  This  has  proven  to  be  an 
effective  service,  and  provides  an  excellent  opportunity  for  cross- 
fertilization of  ideas.  It  is  relatively  inexpensive  and  simple  to 
operate , 


Eight  Safety  Exchange  Packets  were  distributed  covering  92  sub- 
jects, with  a covering  memo  identifying  the  source,  subject  matter,  and 
brief  synopsis,  when  appropriate,  of  the  material  included  in  the  Packet, 

For  the  use  of  supervisors  in  Improving  and  maintaining  safe 
working  conditions  in  over  10,000  offices  of  the  Department,  30,000 
copies  of  an  Office  Safety  Guide  were  issued,  A list  of  55  items  is  in- 
cluded, The  Guide  is  stocked  for  requisition. 

There  were  90,000  copies  of  a 64-page  "First  Aid  Guide  for  USDA 
Employees"  issued. 

Five  charts  were  prepared  depicting  work  injury  experience  in 
the  Department  from  1937  through  1960, 

Safety  Officers  furnish  30  copies  of  information  periodically 
on  serious  accidents  for  inclusion  in  a series  for  distribution  to  all 
Department  agencies,  Tne  Federal  Safety  Council  has  adopted  a similar 
method  of  exchanging  the  same  type  cx  inrormation. 
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Work  Injury  Reports  are  issued  each  month  with  promotion  and 
educational  suggestions. 

Articles  were  prepared  for  use  by  the  Federal  Safety  Council, 
agency  news  bulletins,  USDA  Club  Exchange,  USDA  Employee  News  Bulletin, 
and  the  Ag  Reporter;  active  liaison  was  maintained  with  the  National 
Safet\'-  Council,  the  Federal  Safety  Council,  and  the  Bureau  of  Employees* 
Compensation. 

A series  entitled,  "Safety  Signals,"  was  inaugurated  for  dis- 
tribution of  information  in  timely  safety  topics  to  agency  heads,  safety 
and  personnel  officers,  and  for  further  distribution  when  appropriate 
within  their  respective  agencies. 

Subjects  of  Safety  Signals: 

(1)  Inattention  Causes  Accidents 

(2)  Fatigue  Causes  Accidents 

(3)  Accident  Prevention  Action  - Supervisor's  Report  of 
Accident,  AD-278 

(4)  Vehicle  - Safety  Belts 

(5)  Accident  Case  Studies  — Fatals,  Near  Ratals,  Groups,  etc. 
(G)  Career  Executive  Training  in  Occupational  Safety 

1)  Work  Injuries  --  1937-1961 

(8)  Off-the-Job  Safety 

(9)  Do  It  Now  --  With  Supervision  that  Stresses  Safety 

(10)  Mouth-to-Mouth  or  Mouth-to-Nose  Rescue  Breathing 

(11)  Medical  Tidbits  --  Advisory 

(12)  Accident  Prevention  --  Public  Health  Service  — Department 
of  Health,  Education,  and  Welfare 

(13)  Field  Safety  Council  Participation 

(14)  President's  Safety  Award  - 1961 

(15)  First  Aid  Treatments  - Wounds,  Burns 

(16)  Safety  Resource  Materials  - National  Safety  Council 

(17)  When  Young  People  Join  Your  Work  Force 

(18)  Traffic  Safety  Workshop 

(19)  Daily  Guidance  of  Agency  Safety  Programs 

(20)  On  and  Off  the  Job  Power  Mowing 

(21)  Cleaning  Agents  --  On  and  Off  the  Job 

(22)  Back  Injuries 

(23)  It  Does  Happen  To  Us 

(24)  Program  --  17th  Annual  Federal  Safety  Conference,  Chicago 

(25)  Federal  Emplo^^ees*  Compensation  Act 

(26)  Use  of  Safety  Signals 

(27)  Drugs  — Driving  and  "Synargism" 

(28)  Safety  Training  - Field  (Courses  Available) 

(29)  Safety  ^raining  - Field  (Additional  Courses) 

(30)  Using  Grinding  Wheels  Safely 
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Personnel  Memo  No,  171  summarizes  all  supervisors’  reports  shov;- 
ing  the  nature,  causes,  and  costs  of  accidents  and  injuries  for  calendar 
year  1962,  with  agency  comparisons  and  positive  suggestions  for  action 
needed  and  a means  of  strengthening  the  program  where  weakness  shows. 

The  Department  annual  "report  on  injury  frequencies  and  severi- 
ties is  now  being  processed,  based  on  AD-135 ’s, 

15 , V/elfare 

a.  Pre-retirement  Counseling 

An  ad  hoc  advisory  committee  on  retirement  counseling,  after  a 
study  of  available  materials,  planned  and  conducted  a retirem.ent  coun- 
seling series  of  six  lectures  with  an  average  attendance  of  about  500, 

Retirement  Kit:  In  order  to  reach  field  employees,  a retirement 
counseling  kit  was  developed  consisting  of  six  pieces  of  selected  material, 
33,200  of  each  item  were  ordered, 

b . Emplo^mient  of  the  Handicapped 

A Tips  to  Supervisors  was  issued  on  "Hiring  the  Handicapped," 
Coordinators  were  appointed  in  each  agency  having  delegated  authority 
for  the  purpose  of  promoting  the  employment  of  the  handicapped. 

The  Welfare  Officer  served  on  the  Civil  Service  Intra-agency 
Committee  for  the  Employment  of  the  Handicapped, 

c.  Fund  Raising 


Arrangements  were  made  for  appointment  of  coordinators  in 
appropriate  agencies,  also  for  appointment  by  the  Secretary  of  a cam- 
paign chairman  for  both  UGF  and  the  National  Health  Agencies  - Joint 
Crusade  campaign.  The  Office  oriented  the  chairman,  gave  him  necessary 
advice  and  guidance,  and  maintained  liaison  through  the  drive.  Contri- 
butions to  both  campaigns  established  records, 

d.  Special  Days 

Arrangements  were  made  for  the  observance  of  11  special  programs 
and  ceremonies, 

e , Employee  Welfare 

Necessary  liaison  was  maintained  with  agencies  and  employee 
organizations  on  matters  relating  to  employee  v/elfare. 
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f o Bulletin  Boards 

Regulations  were  issued  on  the  use  of  bulletin  boards  in  the 
Department » 


go  Agency-EiTiployee  Relations  Programs 

Liaison  was  maintained  with  agency  counselors  and  other  staff 
officials  on  problems  relating  to  the  welfare  and  morale  of  employees » 

ho  USDA  Clubs 

Special  efforts  were  made  to  activate  and  organize  USDA  Clubs 
in  50  different  areas.  As  a result,  15  Clubs  have  been  organized,  with 
a total  at  the  present  tim.e  of  42 „ 

io  Foreign  Decorations 


A report  was  made  to  the  Department  of  State  of  all  employees 
for  whom  the  State  Department  was  holding  foreign  decorations  or  gifts, 

j o Overseas  Voting 


Arrangements  have  been  made  for  the  State  Department  to  service 
employees  of  this  Department  while  overseas  with  voter  information, 

16 <,  Incentive  Awards 

a.  Annual  Honor  Awards  Ceremony 


The  17th  Annual  Ceremony  was  held  May  17,  1963,  at  the  Sylvan 
Theater,  A new  system  of  rating  honor  award  nominations  resulted  in 
about  45  percent  being  selected,  as  compared  with  63  percent  the  previous 
year.  Recognition  was  extended  for  the  first  time  to  a State  Department 
of  Agriculture  employee.  The  Secretary  presented  six  Distinguished 
Service  Awards  and  85  awards  for  Superior  Service, 

Vice  President  Lyndon  B,  Johnson  was  guest  speaker.  Award  re- 
cipients, their  families,  employees.  Congressmen,  and  officials  of  other 
Government  agencies  attending  totaled  5,000, 

About  7,000  ceremony  programs  were  distributed  to  those  attend- 
ing the  ceremony,  agency  field  offices,  colleges  for  recruitment  pur- 
poses, libraries,  etc, 

(See  OP-475  in  "Projected  Work  Plans  for  Fiscal  Year  1964"  for 
more  details  about  this  function,) 
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b . Reviev;  of  Incentive  Awards  Program  ■ ' 

PPRM  84  -•  To  appoint  interagency  work  group  to  study  honor  av/ards 
system.  Task  Force  on  Incentive  Avjards  had  final  meeting  and  made  recom- 
mendations to  Director  of  Personnel.  Study  of  honor  av;ards  program  con- 
tinuing with  Interagency  work, group. 

PPRM  85  - To  work  with  agencies  to  develop  guides  and  procedures 
for  pla-.. ‘.ng  major  reliance  on  supervisory  judgment  vjh.en  justifying  and 
documen uing  performance  awards.  . It  is  not  feasible  at  this  :tim.e  to  initiate 
this  action  due  to  the  obvious  effect  of  the  nev;  quality  increase  author- 
ised under  the  Pay  Reform  Act  of  1962, 

PPRM  86  - To  increase  agency  head^s  authority  to  approve  cash- : . 
aw-ards  from  $500  to  $1,500  and  from  $1,000  to  $2,500  by  the  Director  "of 

Personnel.  This  delegation  of  authority  v/as  implemented  by  Office  of 
Personnel  Memo  No,  26,  Rev.  9/19/6  , 

PPRM  87  - That  cash  awards  be  based  on  merit  irrespective  of  the 
grade.  This  recommendation  not  approved.  Following  discussicns_ by  the 
Program  Review  Board  and  survey  of  other  Government  agencies’  policy,  the 
Administrative  Assistant  Secretary  directed  that  prior  approval  be  obtained 
from,  the  Director  of  Personnel  on  all  cash  awards-  to  incumbents  of  Grades 
GS-14  and  above,  OP  Memo  No,  26,  Rev.  4/18/63,  implemented  this  directive, 

c.  Honor  Awards  Program  Reviev; 


Standards  and  criteria  for  honor  av/afds  were  discussed  by  the 
Interagency  Awards  Committee  — no  changes  advisable, 

A nev;  point  rating  selection  , system  for  honor  awards  has  added 
objectivity  and  clarity  to  the  nominations  and  facilitated  the  selection 
process.  This  procedure  will  be  continued.  Consideration  of  the  type  of 
recognition  for  honor  av;ards  is.  continuing , e.g,,  plaques  instead  of 
medals,  etc. 

Numbers  granted  each  year  were  studied.  Determination  v;as  made 
not  to  set  a fixed  number  of  awards.  Committees  v;ere  encquraged  to  be 
very  selective  and  to  approve  only  the  strongest  cases. 

Reports  prepared: 

"List  of  Honor  Award  Recipients  Who  Attended  Purdue 
1947-48,"  for  Centennial  Observance, 

"Honor  Awards  Made  to  Staff  Office  Employees,  1947-48," 
for  the  Administrative  Assistant  Secretary, 

"Awards  Program  for  Scientific  and  Engineering  Personnel," 
for  the  Civil  Service  Commission. 
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"Study  of  Degrees  Conferred  on  Honor  Award  Recipients, 

1958-1961,"  for  information  of  Land-Grant  Colleges. 

d.  Cash  Avxards  Program 

■iteria  were  established  as  basis  for  determining  sustained 
superior  performance  of  six  months  for  v/hich  cash  awards  m.a^T-  be  granted. 

No  action  was  taken. 

Four  cases  over  $500,  or  $1,500  after  September  19,  1962,  beyond 
authority  delegated  to  agencies,  were  processed. 

The  Office  processed  22  cases  — awards  to  incumbents  of  posi- 
tions, Grades  14-18,  after  April  18,  1963. 

Report  prepared: 

"List  of  Cash  Av/ards  to  Incumbents  of  Grades  13  to  18." 

G.  Size  of  Group  Cash  Awards 

It  is  preferable  to  leave  this  to  agencies  to  determine  within 
delegated  authority,  depending  on  funds  available  and  level  of  contribu- 
tions. 

f . Em.ployee  Suggestion  Program 

The  processing  of  117  employee  suggestions  referred  by  USDA 
agencies  to  this  office  was  initiated. 

Also,  26  employee  suggestions  referred  fromi  other  Government 
agencies  were  processed. 

A project  was  started  to  revise  current  intangible  awards  table. 
Target  date  for  completion  --  Septem.ber  1,  1963.  Policy  and  procedure  is 
under  review  concerning  evaluation  and  recommendation  of  cash  to  be  paid 
by  agencies  benefitting  from  adoption  of  suggestion.  Target  date  — 
September  1,  1963.  Very  little  promotion  of  suggestion  program  was 
accomplished  due  to  limited  staff  time  available. 

Curtailment  of  areas  of  Incentive  Awards  Program  is  under  con- 
sideration. Additional  awards  programs  are  also  being  considered. 

Since  the  staff  study  of  program  is  incomplete,  no  meeting  of 
Department  Employee  Av/ards  Comm.it tee  is  scheduled  for  this  purpose. 

Revision  of  8 AR,  Chapter  62,  has  begun.  Target  date  for  comple- 
tion is  July  1963. 


The  procedure  for  "Outside  Recognition"  Programs  has  been  re- 
viev/ed.  The  Civil  Service  Commission  continues  to  negotiate  v/ith  sponsors 
to  spread  awards  throughout  the  year. 


Tlie  Office  prepared  announcements,  established  procedure,  and 
processed  nominations  for  the  following  non-government  sponsored  awards: 

Career  Service  A^^7ard  (National  Service  League)  ■ ' 

Federal  Government  Accountants  Association  Avjard 

Federal  Woman's  A'ward 

Arthur  S.  Flemming  Award 

William  A.  Jump  Memorial  Award 

Presidential  Award 

Horace  Hart  Av;ard 

Rockefeller  Public  Service  Av-?ard  ; 

h .  uSDA  Employee  Awards  Committee 

The  functions  of  the  USDA  Employee  Awards  Committee  were  reviewed. 
No  changes  were  made.  Further  review  will  continue. 


i.  Suggestion  Program 

Suggestion  Program  promotion  was  not  accomplished  due  to  limited 

staff , 

One  "Suggestion  Digest"  of  adopted  suggestions  referred  to  other 
agencies  was  issued.  In  the  future,  such  suggestions  will  be  incorporated 
in  the  annual  or  biannual  reports  to  agencies. 

j . Review  of  Agency  Programs 


Agencies  were  encouraged  to  develop  evaluation  programs  fitted  to 
their  agency  organization  pattern  and  needs  with  consultation  and  advice 
from  this  Office.  Informal  discussions  held  with  agency  awards  officers 
were  based  on  Civil  Service  Inspection  reports. 

k.  Meetings 

Meetings  of  ARS,  AMS,  OMS,  SOS,  and  ASCS  agency  awards  officers 
beginning  January  1963  were  initiated.  These  will  be  formalized  and 
meetings  made  regular  as  progress  indicates. 

l.  Orientation  Materials 


This  Office  participated  with  the  Director  in  the  development  of 
visual  charts  for  special  use. 
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m.  Reports  of  a General  Nature  Prepared 

Annual  Report  of  Incentive  Awards  Program  for  Civil  Service  Com- 
mission. 


Annual  Report,  Fiscal  Year  1962,  provided  agencies.  The  format 
will  be  revised  beginning  with  Report  on  Fiscal  Year  1963, 

Study  of  all  known  awards,  v/hich  are  non-government  sponsored 
and  open  to  USDA  employees,  for  Administrative  Assistant  Secretary, 

Report  to  Civil  Service  Commission  regarding  Awards  of  Special 
Interest  (FY  1961). 

17.  Policies  and  Procedures 


a.  Policy,  Rules,  and  Regulations 


A complete  first  draft  was  developed  of  the  slip-sheeted  version 
of  all  of  Title  8 to  conform  to  the  revised  f orm'at ' and  content  of  the 
Federal  Personnel  Manual.  This  v/ill  eliminate  approximately  3,600  lines 
of  Department  regulations. 

The  slip-sheeting  system  was  adopted  to  the  Disaster  Adminis- 
trative Regulation  by  incorporation  of  the  CSC  Rational  Emergency  Standby 
Regulations.  This  eliminated  50  pages  of  Department  regulations. 

The  chart  governing  prior  approval  classification  and  employment 
actions  vras  simplified  and  consolidated. 

The  Letter  of  Authorization  employment  procedure  was  eliminated. 

The  Personnel  Policy  statement  contained  in  8 AR,  Ciiapter  1,  was 
revised  and  issued  after  consultation  with  agencies  and  employee  organiza- 
tions. 

The  Office  handled  for  publication  330  personnel  notices  and 
changes  in  regulations.  In  addition,  40  Issues  of  Latest  Management 
Notes,  Office  of  Personnel  (LMNOP),  were  prepared  and  published, 

b . Systems  and  Statistics 

Training  guides  and  devices  .(flow  charts,  master  guide  forms  for 
proper  completion,  etc.)  were  developed  and  issued  to  agencies  for  better 
understanding  and  application  of  the  processes  involved  in  ADAM  input 
under  the  !10DE  program. 

A process  was  developed  for  the  practical  elimination  of  the  need 
for  submission  of  the  position  description  form  AD-332  to  the  MDSC  for 
ADAM  input. 
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The  Office  worked  closely  with  OMASD  in  explaining  technical 
personnel  aspects,  in  modifying  procedures  and  policies,  and  in  obtain- 
ing approvals  of  exceptions  to  standard  forms  to  assist  in  the  imple- 
mentation of  the  ADAM  program. 

The  survey  of  needs  to  develop  the  skills  inventory  phase  of 
the  MODE  program  was  initiated. 

The  Office  prepared  131  recurring  and  special  employment  reports. 

c . Case  Reviev7S  and  Grievances 

Forty-seven  grievance  appeals  were  handled  --  one  involved  a 
formal  hearing. 

In  conjunction  with  the^ Division  of  Classification  and  Stand- 
ards, evaluation  criteria  for  super  grade  positions  were  developed  and 
265  recommendations  for  super  grades  were  evaluated;  also,  follovr-through 
was  maintained  with  the  Civil  Service  Commission. 

The  Office  processed  1,289  prior  approval  actions. 

Another  revision  was  developed  of  prior  approval  control  sheet. 
AD-67  to  reflect  new  justification  data  required  in  support  of  the  recom- 
mended actions. 

d . Organization 


A master  organization  and  classification  incumbency  control 
chart  involving  key  positions  was  established. 

A new  chapter,  Organization  Planning  and  Control,  was  issued, 
setting  standards  and  guidelines  to  assist  agencies  in  effective  organiza- 
tion of  functional  responsibilities. 

The  Office  participated  on  task  forces  concerned  with  the  feasi- 
bility of  consolidating  common  services  activities,  organization-manage- 
ment survey  of  CSESS,  organizational  problems  of  the  Department  as  a whole, 
and  development  of  employee  appraisal  programs  as  a key  to  manpower 
utilization . 

The  annual  organization  report  for  the  Department  was  prepared 
for  the  Senate  Committee  on  Government  Operations. 

The  Office  reviews  and  recommended  the  approval  of  84  new  or  re- 
vised functional  organization  charts  of  all  types  (over-all  agency  re- 
alignments and/or  subdivisions  thereof). 
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18.  Security  and  Employee  Conduct 

a.  Disciplinary  and  Appeals  Process 


The  most  significant  accomplishment  during  the  past  year  has 
been  the  establishment  of  the  Departmental  Appeals  System  (PPRM  No.  57), 
the  appointment  of  approximately  225  Hearing  Officers,  and  the  conduct 
of  12  Training  Sessions  for  Hearing  Officers  and  employees  who  have 
administrative  and  personnel  responsibilities  under  this  program. 

E.O.  10987  established  the  Agency  Systems  for  Appeals  from  Ad- 
verse Actions,  effective  as  to  all  adverse  actions  July  1,  1962, 

To  fully  implement  the  new  appeal  system,  the  Office  developed 
all  necessary  procedures,  which  Included  the  issuance  on  June  11,  1962, 
of  a revised  8 AR,  Chapter  58,  which  (1)  delegated  authority,  effective 
July  1,  1962,  to  those  agencies  which  have  complete  employment  authority, 
to  effect  removal  of  any  employee;  and  (2)  established  a system,  of  Depart- 
mental Appeals  from  agency  adverse  actions  effective  with  respect  to  such 
actions  initiated  on  or  after  July  1,  1962,  as  required  by  E.O.  10987, 

To  assist  agency  personnel  responsible  for  handling  adverse 
actions,  this  Office  prepared  sample  letters  of  charges  and  decisions, 
and  furnished  advice  concerning  the  processing  of  adverse  actions. 

This  Office  developed  the  "Hearing  Officers  Manual,  USDA," 
issued  in  July  1962  for  use  by  Hearing  Officers  in  conducting  hearings 
on  appeals  pursuant  to  E.O.  10987  from  agency  adverse  decisions.  The 
Civil  Service  Commission  based  much  of  its  "Guide  for  Hearing  Committee 
Members  Conducting  Hearings  on  Employee  Appeals,"  issued  November  1962, 
on  this  Hearing  Officers  Manual,  and  makes  frequent  reference  to  the 
Manual  in  the  courses  conducted  for  Government  officials. 

Appeals  have  been  received  from  19  employees  and  to  date  15 
hearings  have  been  conducted  under  the  Departmental  Appeals  System, 

Twelve  of  these  cases  have  been  closed. 

The  agencies  of  the  Department  were  requested  to  nominate  tvio 
individuals  for  each  Civil  Service  Region  and  VJashington,  D,  C.  to  serve 
as  Hearing  Officers,  v/hich  resulted  in  approximately  225  Hearing  Officers 
being  appointed  for  3-year  terms.  Individual  authorities  were  later 
issued  by  number  to  each  Hearing  Officer  to  administer  oaths. 

In  addition  to  the  Hearing  Officers  Manual,  "Extracts  of  Judi- 
cial Decisions  Relating  to  Appeals"  v/as  issued  December  1962  and  sent 
the  Hearing  Officers  for  guidance. 

From  December  1962  to  June  1963  this  Office  conducted  12  train- 
ing courses  for  Hearing  Officers  at  Atlanta,  Dallas,  Albany,  Harrisburg, 
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Berkeley,  Seattle,  Chicago,  St  „ Louis,  Denver,  and  VJashington,  D<,  C*  Over 
270  enployees  participated  in  these  two-da^'  sessions,  of  which  about’  190 
were  Hearing  Officers o Each  participant  was  given  a kit  of  all  the  printed 
materials  listed  which  were  used  in  the  discussions  <, 

This  training  included  practice  sessions  in  conducting  hearings , 
Two  cases  of  appeals  from  adverse  actions  were  used,  and  participants 
V7cre  assigned  parts  to  play  as  the  ■ employee  who  appealed,  the  hearing 
officer,  the  agency  and  the  employee  representatives,  and  witnesses  for 
the  employee  and  the  agency.  Actual  participation  and  criticism  of  the 
conduct  of  the  mock  hearing  gave  the  participants  an  opportunity  to  observe 
the  appeals  system  in  operation, 

A Staff  Paper,  "Disciplinary  Guide,"  v/as  sent  agencies  in  draft 
form  for  comments  from  all  who  used  or  reviev/ed  it  in  any  way,  A final 
"Disciplinary  Guide"  including  sample  disciplinary  letters,  a listing 
of  regulations  governing  adverse  actions  for  employees  in  different  status, 
a Table  of  Penalties,  and  a copy  of  8 AR,  Chapter  58,  v/ill  he  issued  later 
this  year, 

VJhen  authority  V7as  fully  delegated  to  the  agencies  to  process 
their  own  disciplinary  actions  (PPRM  No,  56),  they  v;ere  requested  to 
furnish  the  Office  with  copies  of  the  disciplinar\7  correspondence  -- 
letters  of  charges,  ansv/ers  to  charges,  final  notice  of  decision,  etc,, 
resulting  in  approximat el\7  1,100  actions  taken  under  delegated  authority 
being  submitted  for  post  audit.  The  Office  handled  23  disciplinary  cases 
through  March  196  3 v./hich  were  beyond  the  authority  delegated  to  the 
agencies . 


b.  Security  Process 

The  Civil  Service  Commission  agreed  to  screen  results  of  NAC&I 
requests  and  submit  directly  to  agency  em.ployment  officers  those  cases 
v/hlch  do  not  contain  reports  or  summaries  of  Investigation,  Cases  with 
reports  are  referred  to  this  Office,  Agency  employment  officers  were 
delegated  authority"  by  Personnel  Memo  No,  146,  dated  10/3/62,  to  handle 
all  adverse  NAC&I's  except  sex  offense  and  financial  dishonesty  cases, 

V7hich  are  referred  to  this  Office, 

Even  'with  this  new  procedure  for  NAC&I’s,  the  Office  reviewed 
and  referred  to  the  agencies  over  1,500  cases.  Last  year  1,012  such 
cases  were  processed,  A slight  decline  has  been  noticed  since  January 
in  the  receipt  of  the  NAC&I  files. 

By  the  end  of  June  it  is  also  estimated  that  about  938  security 
clearance  cases  'will  have  been  processed  for  sensitive  positions,  access 
to  classified  material,  and  foreign  assignments,  Com.pared  with  last 
year,  there  will  be  an  increase  of  about  274  such  cases.  Approximately 
40  of  these  clearances  were  based  on  full  field  investigations  conducted 
for  another  Department  or  agency,  thus  saving  this  Department  about  $14,000, 
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Prior  to  July  1962,  this  Office  was  required  by  the  State  De- 
partment to  certify  Department  employees  each  time  they  attended  an 
international  conference  accredited  by  State.  Effective  August  1962, 
employees'  certifications  would  be  valid  for  one  year  from  the  date  of 
certification.  Bj/-  June  30,  1963,  approximately  900  cases  will  be  cleared 
for  foreign  travel  and/or  attendance  at  international  conferences. 

The  clearances  for  members  of  the  Secretary's  Agricultural  Ad- 
visory Committees  will  be  about  the  same  as  last  year  — about  1,000. 

The  number  of  clearances  processed  under  the  Government  Em.- 
ployees  Training  Act  .:_s  approximately  222  this  year  compared  with  123 
last  year, 

A revision  of  8 AR,  Chapter  59,  on  the  Personnel  Security 
Program  \-jas  issued  in  January  196  3. 

It  is  estimated  that  this  Office  will  have  received  2,500  new 
cases  by  the  end  of  June  1963,  irrespective  of  the  delegation  of  dis- 
ciplinary authority  and  action  on  NACSI’s  by  the  agencies.  This  com- 
pares with  the  total  of  2,717  cases  received  last  year. 

In  compliance  with  V/hite  House  directives  on  employee  conduct 
and  conflicts  of  Interest,  this  Office  prepared  and  circulated  to  all 
employees  a memorandum  in  November  1962  under  the  title  "Conduct  on  the 
Job." 


This  Office  revised  and  issued  8 AR,  Chapter  55,  Conduct  of  Em- 
ployees. 

Revision  has  been  made  of  8 AR,  Chapter  13,  giving  the  suit- 
ability requirements  for  Government  employment,  which  completes  a specific 
assignment  in  this  area  growing  out  of  resolutions  adopted  at  the  Person- 
nel Policy  Reviev/  Conference  of  September  1961. 

The  Office  is  assisting  with  the  revision  of  Standard  Form  68, 
Statement  of  Pecuniary  Interests  and  Outside  Employment,  which  resulted 
from  the  President's  memorandum  revising  standards  of  conduct  for  Con- 
sultants and  Advisors  issued  May  2,  1963, 

The  Chief  of  the  Division  has  served  on  a Department  Task  Force 
working  on  nev;  Instructions  for  the  handling  and  use  of  Administratively 
Confidential  material  in  the  Department,  and  on  a Civil  Service  Commis- 
sion Task  Force  on  disciplinary  actions  and  appeals  in  the  Government 
service. 
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A Summary  V/hich  Compares  the  VJorkload 

for  Certain  Types 

of 

Actions 

Item 

Fiscal  Years 

1963 

1962 

Total  Security  Clearances  Issued 

938* 

664 

Security  Clearance  actions  processed 

980 

778 

Security  Clearances  canceled 

532 

491 

Investigation  reports  returned  to  CSC 

300 

403 

Clearance  certifications  to  other 
agencies 

1,5.3 

1 

,441 

Foreign  Travel  and  International 
Conferences 

900 

758 

FBI  name  checks 

550 

837 

Advisory  Committee  name  checks 

1,000 

1 

ro 

CO 

o 

Training  Act  Clearances 

222 

12  3 

Securitj^  Considerations  - FBI 
(209  on  hand) 

45** 

75 

Security  Violations 

18 

20 

National  Agency  Checks  and  Inquiries 

1,500*** 

1 

,012 

Disciplinary  Actions 

Post  Audit  of  actions  under  dele- 
gated authority 

1,100*** 

335 

Cases  processed  by  this  Office 

78 

Suitability  Determinations 

1,145 

NA 

Appeals  under  Department  Appeals 

System 

18 

NA 

New  Cases  received  in  Office 

2,500 

2 

,717 

" Approximately  40  of  these  clearances  were  based  on  investigations 
conducted  for  another  Department  or  agency^  This  saved  USDA  approximately 
$14,000. 


Decrease  in  completed  cases  because  of  conduct  of  Appeals  Train- 
ing Courses  b^/  Staff  Memibers. 

Further  delegation  of  authority  made  to  agencies. 


Report  on 
special  activities 


SECTION  IV 


REPORT  ON  SPECIAL  ACTIVITIES 


The  preceding  Sections  II  and  III  cover  the  formal  work  planning  of  the 
Office,  This  Section  gives  an  insight  into  the  scope  and  extent  of 
activities  participated  in.  by  members  of  the  office  staff  which  have 
not  been  previously  reported.  Most  of  these  cannot  be  planned  very 
far  in  advance,  but  are  important  and  oftentime.s  essential. 

Most  of  the  activities  of  the  Director  are  of  this  type  and  are  given 
first . 


Summary  of  Activities  of  the  Director  of  Personnel 

As  fiscal  year  1962  was  a year  of  factfinding  and  inventorying  personnel 
management  needs,  this  fiscal  year  1963  has  been  a year  of  changing 
directions  from  largely  operatio.as  to  planning  towards  meeting  immediate 
and  long-term  demands  for  .leadership  a.n.d  service  in  personnel  management, 

1,  Administration  of  the  Office;  In  the  administration  of  the  work  of 
the  Office  of  Personnel,  special  emphasis  was  given  to  reassignment  and 
development  of  staff  through  those  activities. 

During  F,Y„  1963,  the  Director  held  41  regular  Friday  morning  Staff 
Meetings  with  the  top  staff  of  OP,  The  policy  established  on  May  25, 
1962,  of  having  these  Staff  Meetings  opened  for  attendance  to  GS“12’'s 
and  13" s,  has  been  continued  at  their  request.  The  purpose  of  this  is 
to  contribute  to  their  growth  beyond  the  scope  of  their  technical 
operations , 

In  addition  to  the  regular  Staff  Meetings,  the  Director's  staff  has 
been  called  in  on  a number  of  occasions  when  some  special  circumstance 
warranted  apprising  them  of  developments  and,  for  the  Director's  bene- 
fit, to  get  the  impact  of  their  reaction, 

2,  Professional  Leadership;  Specific  efforts  were  directed  towards 
developing  concepts  basic  to  meeting  the  personnel  management  needs  of 
the  future. 


Plann.ln.g  in  Personnel  Man 


The  Director  initiated  the  program  of  long  range  planning 
covered  in  Section  I, 


b.  Assistance  with  MODE  (ADP) 

Gave  ten  talks  at  Seminars  held  by  the  Civil  Service  Commission 
on  Automatic  Data  Processing  in  Personnel  Management.  These  Seminars 
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were  held  for  Senior  Executives,  some  for  Management  Interns,  some  were 
Training  Sessions  and  others  on  Orientation  to  ADP, 

Made  talks  on  ADP  at  various  miscellaneous  meetings  held  by 
agencies  in  USDAo 

Made  talks  to  other  agencies  of  government  on  ADP;  By  HEW  in 
November  1962;  Coast  Guard  in  January  1963;  again  by  HEW  in  May  1963; 
and  in  October  1962  was  invited  by  the  ADP  Committee  of  the  CSC  to  give 
a showing  of  MODE  slides. 

Outside  government,  gave  talks  on  "The  Application  of  ADP  in 
the  Management  of  Human  Resources"  at  the  Society  for  Personnel  Admin- 
istration, American  Society  of  Training  Directors”  Conference  held  in 
Hagerstown,  Maryland  (April  1963).  Served  on  a panel  at  an  all-day 
meeting  of  the  Society  for  Personnel  Administration  (April  1963)  at 
their  2nd  Annual  Conference  - title  of  discussion  "Automation  in  the 
Civilian  Agencies." 

In  August  1962  was  co-author  with  Shirley  Oswalt,  OMASD,  of  an 
article  "Operations  Research  and  Personnel  Administration  (MOHR)"  for 
possible  publication  in  an  SPA  booklet. 

As  Lecturer  in  the  USDA  Graduate  School  gave  two  lectures  on 
ADP  to  top  government  executives. 

In  addition,  have  held  or  attended  meetings  on  the  subject  of 
ADP  with:  Administrative  Assistant  Secretary  Joseph  M.  Robertson  on 
two  occasions  in,  meetings  called  by  him  with  other  Department  officials; 
two  with  Personnel  Officers,  one  of  which  included  the  Deputy  Adminis- 
trators for  Management,  to  hear  a ta,lk  on  "Computer  Technology  in  '73" 
given  by  a representative  of  IBM. 

In  May  1963,  accompanied  by  two  representatives  of  the  Civil 
Service  Commission,  visited  the.  Data  Processing  Center  in  New  Orleans, 
Louisiana,  to  completely  orient  these  officials  to  the  work  being  done 
there  in  ADP. 

c . Labor -Management 

During  the  year,  met  with  individuals  or  groups  of  representa- 
tives of  employee  unions  or  organized  groups  on  twenty-eight  occasions  - 
including  both  Washington  and  field.  These,  in  our  efforts  to  implement 
the  President's  E„0.  10988,  as  follows: 

AFGE;  Employee-Management  Council;  NASCOE;  Employee 
Council;  NFFE;  Meat  Inspectors'  Council;  OPEDA;  NAFV; 

Plant  Quarantine  Group;  and  National  Joint  Council  of 
Meat  Inspectors; 
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Gave  testimony  at  a formal  hearing  on  a dispute  between 
USDA  and  AFGE  before  Labor  Department's  Judge  Nathan 
Cayton; 

Was  keynote  speaker  at  the  Biennial  Convention  of  the 
AFGE  held  in  Seattle,  Washington,  August  31,  1962  and 
on  Labor  Day  signed  the  first  exclusive  bargaining 
agreement  ever  written  between  a Federal  agency  and  a 
union  under  E„0.  10988, 

d . Intergroup  Relations 

In  July  1962  an  Assistant  to  the  Director  for  Intergroup  Rela- 
tions was  added  to  the  staff  of  the  Office  of  Personnel.  This  was  our 
effort  to  implement  the  provisions  of  the  President's  Executive  Order 
10925  on  Equal  Employment  Opportunity. 

Also  in  July  and  September  1962  met  with  faculty  staffs  at 
Negro  colleges  in  Greensboro,  N„  C„ , Orangeburg,  S.  C. , and  Ft.  Valley, 
Ga, , in  connection  with  equal  employment  opportunities  for  Negroes  in 
USDA. 

In  January  1963,  attended  a meeting  of  the  President's  Committee 
on  Equal  Employment  Opportunity.  In  May  1963  held  a 2-day  meeting  on 
equal  emplo3anent,  attended  by  Vice  President  Lyndon  B.  Johnson, 

From  June  6-13,  1963,  met  with  Civil  Service  Commission  and 
USDA  agency  officials  in  Jackson,  Miss,,  Montgomery,  Ala.,  Birmingham, 
Ala.,  Memphis,  Tenn, , Nashville,  Tenn. , Atlanta,  Ga. , and  Raleigh, 

N,  C. , in  connection  with  emergency  situations  which  had  arisen  on 
equal  employment. 

e.  Personnel,  Training  and  Classification  Officers 

Held  approximately  seventeen  meetings  with  the  Personnel  Officers 
of  USDA  to  discuss  special  problems  as  they  arose.  In  addition,  more 
than  ten  meetings  were  held  with  them  wherein  a special  program  was  pre- 
sented, several  of  these  being  luncheon  meetings  for  which  a speaker  was 
provided  on  a topic  of  pertinent  interest. 

Visited  twelve  Personnel  Offices  of  USDA  agencies.  Met  and 
talked  with  all  employees  in  these  offices. 

Attended  four  Training  Officers  Seminars  and  one  Training 
Officers  Luncheon, 

With  all  classification  workers  of  the  Department,  attended  a 
meeting  of  the  Classification  Council,  held  with  Mr.  Seymour  Berlin  of 
the  Bureau  of  Inspections  of  the  Civil  Service  Commission. 
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f . Agency  Heads  and  Deputy  Administrators  for  Management 

Attended  four  meetings  involving  either  Heads  of  Agencies  or 
Deputy  Administrators  for  Management  covering  various  subjects,  i,e., 
research  intern  program;  personnel  research;  Federal  Executive  Boards; 
computer  technology  in  '73. 

g.  Speeches  and  Lectures  or  Panel  Discussions  - D„  C.  and  Field 

Have  given  approximately  thirty-six  speeches,  lectures  or  panel 
discussions  in  Washington,  D.  C„ , eighteen  of  them  on  ADP.  The  balance 
concerned  with  various  aspects  of  personnel  management. 

Have  made  approximately  25  speeches  in  the  field.  These  were 
in  various  parts  of  the  U.  S.t 

Alabama,  Massachusetts,  Maryland,  Georgia,  North  Carolina, 
Florida,  Pennsylvania,  Louisiana,  Mississippi,  West 
Virginia,  Minnesota,  Washington,  Illinois,  South  Carolina, 
and  Tennessee. 

At  both  the  D.  C.  and  field  meetings,  these  speeches  were  made 
before  a variety  of  groups: 

Various  State  groups  (in  different  States)  of  the  NASCOE 
(National  Association  of  State  6s  County  Office  Employees 
of  ASCS);  a national  convention  of  an  agricultural  fra- 
ternal organization;  USDA  employees;  employee  groups  and 
unions;  personnel  technicians;  government  executives; 
other  government  agency  groups;  Graduate  School  classes; 
professional  personnel  associations;  four  USDA  Clubs; 

Seminars  in  Executive  Development;  Seminars  in  Middle 
Management;  etc. 

h.  Contacts  through  One-Shot  Meetings  with  a Variety  of  Individuals 

Have  met  with  fifty-eight  different  groups  of  various  types  of 
individuals,  both  in  and  outside  the  government,  on  official  matters 
either  in  meetings,  conferences,  or  luncheons.  These  were  one-shot  deals 
on  a particular  project  to  be  handled  or  disposed  of  at  that  particular 
meeting.  These  were  all  in  the  Washington,  D.  C.  area. 

One  of  these  which  was  of  primary  interest  to  all  employees  of 
the  Department  was  a meeting  with  representatives  of  the  D.  C.  Transit 
Co.,  D.  C.  Highway  Department,  Washington  Metropolitan  Area  Transit 
Commission  and  a representative  of  all  our  employees  in  the  person  of 
the  President  of  the  Employee  Council.  Purpose  was  discussion  for 
better  bus  and  traffic  facilities  for  USDA  employees  and  met  with  suc- 
cessful outcome. 


i.  Service  to  Boards,  Committees  and  Groups  of  Which  Director  Serves 

Either  as  a Chairman  or  Member 

Attended  twanty-nine  meetings,  eight  of  which  involved  Graduate 
School;  four,  the  Joint  Committee  oo.  Training  for  Government  Service  of 
the  USDA-Land  Grant  Colleges;  seventeen  miscellaneous  such  as  Coiomittee 
on  Physically  Handicapped;  Savings  Bonds;  Health  Campaigns,  Awards,  etc. 

j . Participation  in  Professional  Personnel  Societies 

Attended  fourteen  meetings  in  connection  with  membership  in  the 
Society  for  Personnel  Administration  and  as  a member  of  the  Executive 
Committee  of  the  Washington  Chapter  of  the  Public  Personnel  Association. 
Some  of  these  meetings  involved  participation  on  a panel,  making  a talk, 
or  listening  to  one, 

3.  Communication  with  Employees;  Attended  twenty- seven  group  meetings 
involving  activities  touching  USDA  employees  in  various  agencies  of  the 
Department  here  in  D.  C.  These  included  such  as: 

Meeting  with  Student  Council  of  Summer  Employees  of  1962;  meeting  with 
Management  Interns;  groups  of  field  employees  sent  in  to  D.  C,  for  per- 
sonnel training;  awards  ceremonies  of  agencies  and  the  annual  Honor 
Award  Ceremony;  employee  luncheon  meetings  at  which  Director  usually- 
made  a talk;  agency  Christmas  parties  as  well  as  emceeing  Department 
Christmas  party;  retirement  parties  for  USDA  employees;  and  orienta- 
tion meetings. 

Met  with  employees  in  USDA  Clubs  in  Amherst,  Massachusetts;  Gainesville, 
Florida;  Raleigh,  North  Carolina;  and  Jackson,  Mississippi.  On  trips  to 
the  field,  which  do  not  specifically  involve  a meeting  with  a USDA  Club, 
usually  make  a special  point  to  visit  with  employees  in  the  offices  of 
whatever  area  of  the  country  visited. 

4.  Communication  with  the  Civil  Service  Commission;  On  five  occasions 
met  with  CSC  representatives  on  various  subjects: 

With  their  Inspectors  to  discuss  MODE,  MOHR  and  projected  Work  Plans; 
on  CSC’s  inspection  of  the  Office  of  Personnel;  on  removal  case;  with 
the  CSC  Executive  Director's  Office  in  company  with  the  Administrative 
Assistant  Secretary  to  discuss  Management;  on  summer  employment  with 
the  CSC  Inspection  Division;  and  attended  CSC's  Interagency  Advisory 
Group  meetings  held  with  all  government  Personnel  Directors  every  first 
and  third  Thursday, 
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Gave  talks  at  three  special  meetings  set  up  by  CSC; 

Sept.  20,  1962:  Chaired  a Personnel  Director's  Panel  at  CSC*s 
Washington  Agencies  Recruitment  Conference  on 
"Recruitment  from  the  Viewpoint  of  the  Personnel 
Director 


Oct.  25,  1962: 
and 

May  23,  1963 


Talked  at  the  CSC  Interagency  Training  Program 
on  Job  Classification  and  the  Management  Process. 
Title:  "What  Top  Management  Expects  Its  Classi- 

fication Program  to  Accomplish." 


5.  Contacts  with  Members  of  Congress  and  Others  on  Hill,  Budget  Bureau 

and  White  House:  Attended  a one-day  meeting  w-ith  Administrative  Assistant 
Secretary  and  the  Executive  Assistant  to  Secretary  Freeman  with  Staff 
Members  at  White  House  in  discussion  of  personnel  matters.  Gave  testimony 
at  both  House  and  Senate  Appropriations  Committees.  Participated  in  hear- 
ings on  budget  at  Budget  Bureau.  Appeared  before  the  Senate  Internal 
Security  Subcommittee. 


6.  Miscellaneous  Meetings  with  Department  Officials,  et  al;  Attended 
two  meetings  on  Defense;  three  meetings  on  Equal  Employment  Opportunity; 
four  on  Manpower  Utilization  and  Controls;  two  of  Program  Review  Board; 
four  Personnel  Research  Colloquia;  one  on  PERT  program;  two  on  SIMM 
(Seminars  in  Middle  Management)  program;  Career  Development  Task  Force; 
MOHR  Task  Force;  meeting  with  Secretary's  top  staff;  Under  Secretary's 
office  with  the  Administrative  Assistant  Secretary  and  the  Executive 
Assistant  to  the  Secretary  on  supergrades;  meetings  with  Agency  Heads 
and  Administrative  Assistant  Secretary  and  Personnel  Research  top  staff 
to  discuss  research  intern  program;  Personnel  Research;  meeting  with 
Administrative  Assistant  Secretary  and  Deputy  Administrators  for  Manage- 
ment on  Federal  Executive  Boards;  etc. 

7,  Personal  Contacts  and  Correspondence:  Had  appointments  with  over 
3,000  individuals  --  an  average  of  16  a day  - from  both  in  and  outside 
the  Department.  These  were  over  and  above  group  meetings,  conferences, 
etc. 

Approximately  4,803  pieces  of  mail  passed  over  the  Director's  desk.  Of 
this  number,  over  2,000  were  for  his  signature;  over  1,100  for  his 
review  and  approval;  and  over  1,600  referred  by  him  for  action  by  his 
Staff.  This  represents  a daily  mail-attention  average  of  slightly  over 
26,  none  of  which  was  of  a routine  nature. 
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Results  of  Other  Activities  Performed  by  the  Staff 

1.  Personnel  Legislation;  A number  of  legislative  proposals  of  special 
concern  to  personnel  of  the  Department  were  initiated  during  the  fiscal 
year.  In  addition,  a substantial  number  of  proposals  originating  else- 
where were  reviewed  and  reported  on.  Through  the  medium  of  the  Employee- 
Management  Cooperation  Council,  efforts  were  made  to  reach  a meeting  of 
minds  with  the  representatives  of  employee  organizations  on  all  signifi- 
cant legislative  items  that  were  expected  to  come  up  for  consideration. 
Matters  of  special  interest  to  leaders  of  the  employee  organizations  were 
the  following;  (1)  the  anticipated  proposals  of  the  Administration  re- 
garding pay;  (2)  optional  30-year  retirement;  (3)  increased  allowances 
for  movement  of  household  goods  and  families  on  change  of  station; 

(4)  Federal-State  retirement;  (5)  payment  of  travel  expenses  of  those 
being  interviewed  for  jobs;  (6)  amendment  of  FEGLI  to  permit  employees 
to  buy  additional  units  of  life  insurance  and  to  reduce  the  rate  and 
amount  of  decline  in  coverage  after  age  65. 

2.  Liaison  with  the  Manpower  Utilization  Sub-Committee:  Quarterly 
reports  have  been  made  to  this  Committee  which  included;  Employment  in 
the  Department;  employment  trends;  and  actions  to  improve  utilization  of 
manpower.  Special  items  were  supplied  where  requested  or  appropriate. 

Reports  issued; 

An  annual  report  "Highlight  Report  from  the  Director  of  Personnel, 
Fiscal  Year  1962"  was  issued  July  10, 

A report  "Anniversary  Report  on  the  Results  of  the  1961  Personnel 
Policy  Review  Meeting"  was  issued  October  1962. 

A report  "Status  of  Recommendations  Made  at  the  1961  Personnel 
Policy  Review  Meeting"  issued  August  17,  1962,  was  designed  for 
getting  evaluations  from  participants  of  the  meeting  to  be  used 
in  the  Anniversary  Report  mentioned  above. 

3.  Supergrades;  The  Federal  Salary  Reform  Act  of  1962  (P,L,  87-793), 
approved  October  11,  1962,  provided  for  an  increase  in  the  numbers  of 
positions  in  grades  GS-16,  17  and  18  under  the  numerical  limitations. 

It  also  provided  for  exclusion  from  the  numerical  limitations  of  those 
positions  at  those  grade  levels  in  engineering  which  are  concerned  with 
research  and  development,  and  professional  positions  in  the  natural  and 
physical  sciences  and  medicines. 

In  anticipation  of  enactment  of  this  legislation,  the  Office  of  Personnel 
had  requested  each  of  the  agencies  to  identify  their  most  urgent  needs, 
and  to  submit  recommendations  for  positions  that  might  become  available 
under  the  new  legislation.  Concurrent  with  this,  the  Office  of  Personnel 
undertook  the  development  of  internal  classification  guides  to  be  used  in 
the  evaluation  of  agency  recommendations. 
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A special  task  force  selected  from  within  this  Office  made  an  intensive 
review  and  evaluation  of  the  positions  recommended  by  the  agencies  for 
allocation  at  grades  GS-16,  17,  and  18.  A total  of  265  positions  v/ere 
reviewed  and  evaluated  with  the  result  that  96  of  these  vjcve  submitted 
to  the  Civil  Service  Commission  to  be  approved  under  the  numerical  limi- 
tations, and  69  positions  were  recom.mended  for  exclusion  from  the 
numerical  limitations. 

Prior  to  receipt  of  the  Department's  allotment  of  supergrades  provided 
for  under  this  new  legislation,  we  had  a total  of  138  supergrade  posi- 
tions, all  of  which  were  subject  to  the  numerical  limitations.  As  a 
result  of  nev;  allotments,  we  now  have  185,  of  which  138  are  subject  to 
numerical  limitation,  and  47  are  in  the  exempted  category. 

4.  Reclassification  of  State  Positions:  Action  was  taken  on  requests 
to  reclassify  State  Conservationist  positions  in  the  Soil  Conservation 
Service  and  State  Statistician  positions  in  the  Statistical  Reporting 
Service.  As  a result,  a combined  total  of  13  program  leadership  posi- 
tions at  the  State  level  in  those  two  agencies  were  placed  in  grade 
GS-15  --  the  first  time  in  the  history  of  the  Department  for  any  signi- 
ficant number  of  field  positions  to  be  classified  in  that  grade  in 
agencies  whose  field  work  is  organized  on  a State  basis. 

5.  Occupational  Standards  Program:  Eighteen  occupational  standards 
projects  were  completed  and  three  additional  projects  were  started  on 
vyhlch  staff  specialist  services  were  provided  by  Classification  and 
Standards  Division  during  the  fiscal  year.  Of  major  Importance  in 
terms  of  number  of  positions  affected  in  the  Department  were: 

1.  Classification  and  qualification  standards  for  meat  and  poultry 
inspector  positions  - approximately  3,784  positions 

2.  Classification  and  qualification  standards  for  economist 
positions  - approximately  694  positions 

3.  Classification  guide  for  farm  management  loan  positions 
approximately  2,379  positions 

4.  Classification  and  qualification  standards  for  personnel, 
clerical  and  assistance  positions  - approximately  267  positions 

”■■’•5.  Classification  and  qualification  standards  for  professional 
forester  positions  - approximately  4,888  positions 

■’“’•6.  Classification  and  qualification  standards  for  agricultural 
marketing  specialists  - approximately  605  positions 
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**7.  Classification  and  qualification  standards  for  administrative 

officer  and  administrative  assistant  positions  - approximate ly 
927  positions 

6.  Salary  and  Wage  Administration  Function:  Regulations  were  revised 
and  interpreted,  new  regulations  prepared,  and  technical  assistance 
given  to  agencies  on  current  pay  management  projects  and  problems  as 
the  need  for  the  rules,  interpretations,  and  other  assistance  was  based 
included  the  Federal  Salary  Reform  Act  of  1962,  the  Work  Hours  Act  of 
1962,  and  the  Public  Works  Acceleration  Act.  Administrative  regulations 
governing  the  overtime,  night,  and  holiday  pay  of  export-import  inspec- 
tors and  the  regulations  on  shift  rates  for  wage  board  employees  were 
completely  revised  during  the  year. 

7 . Employment  Under  Public  Works  Acceleration  Act:  The  Department  was 
allotted  funds  under  authority  of  P.L.  87-658  for  the  employment  of 
personnel  in  positions  of  a project  nature.  The  Office  of  Personnel 
and  representatives  of  the  agencies  most  directly  concerned  participated 
actively  in  the  development  of  proposed  procedures  to  be  used  by  govern- 
mental agencies  in  effecting  such  employment,  and  assisted  the  Civil 
Service  Commission  in  the  development  of  an  appropriate  excepted  authority 
under  which  such  persons  could  be  engaged.  Following  this,  a legislative 
proposal  was  developed  and  recommended  which  if  adopted  will  make  possible 
the  employment  of  such  persons  under  simplified  procedures  and  exempted 
from  most  of  the  ordinary  requirements  applicable  to  regular  employees, 

8.  WAY  (Washington  Action  for  Youth):  During  the  spring  of  1963,  a plan 
was  developed  on  an  experimental  basis  for  employment  of  disadvantaged 
young  people  from  f-he  Washington  metropolitan  area.  The  Department  par- 
ticipated in  this  by  providing  approximately  85  summer  employment 
opportunities. 

9.  Youth  Conservation  Program:  Legislative  proposals  are  now  pending 
which,  if  enacted,  would  provide  for  the  establishment  of  a Youth  Con- 
servation Corps.  The  Department  is  participating  with  an  interagency 
committee  that  has  been  established  to  develop  plans  for  the  implementa- 
tion of  the  program  should  the  legislation  be  passed. 

10.  Special  Developmental  Programs 

a.  Management  Decision  Making  and  Problem  Analysis:  Eight  five- 
day  sessions  of  Kepner-Tregoe  Management  Decision  Making  Programs, 
attended  by  104  officials,  were  coordinated  by  the  Employee  Development 
Division.  An  additional  eight  sessions  for  120  officials  have  been 
scheduled  for  F.Y.  '64.  Location  and  dates  of  these  sessions  can  be 
found  in  Plan  OP  200,  "Projected  Work  Plans  for  Fiscal  Year  1964."  This 
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program  has  been  hailed  by  officials  as  one  of  the  best  training  experi- 
ences available..  ■ ■ 

b.  Agricultural  Congressional  Operations  Program;  This  program 
was  developed'  to  supplement  the  Congressional  Fellowship  Program  spon- 
sored jointly  by  the:  American  Political  Science  Association  and  the 
Civil  Service  Coromlssiona  Seven  USDA  employees  who  were  not: selected 
for  the  main  Internship  served  six  weeks  each^  as  staff  assistants  to 
Kenneth  Birkhe ad j Legislative- Assistant  to  the  Secretary.  ■■  This  program 
(January  - August  each  -year)  was  developed  and  is  coordinated  by  the 
Employee  Development  Division. 

c.  Radiation  Fallout  Lecture  Series;  The  Employee  Development 
Division  assisted  in  conducting  26  lect'ures  O'O  radiation  for  over 

10 3 000  Washingtoii  _aad  Beltsville- -Departmemt  personnel  in  November  1962. 
This  series' was  also -presented  to  2s,500  CSC  personnel  and  the  Division 
provided  assistance  for- these  presentations.  The.' Division  also  edited 
and  coordinated  the  publication  of  a "Tips"  -'-on  radiation  which  was 
issued  in  November  1962  to  - all  Department  employees,  plus  4,500  copies  ^ 
for  all  CSC  employees.  1. 

^ “ Training  Program  for  North  Carolina  ASCS-  County  Office  Managers: 
The  Employee  Development  Division  was  requested  to  assist  in  planning 
and  conducting  a training  program' :£or  i..SCS  county  office  managers  in 
North  Carolina.  Tentative  pl.ans  a'ad  course  content  were  completed  by 
the  Division  in  cooperation  w'i.th  the  ASCS  State  Office  a.nd  the  Univer- 
sity of  North  Carolina  which  resulted  in  115  employees  being ' trained 
in  four  two  and-  one^half  day  seminars.  Members  of  the  Division  par- 
ticipated in  the  pilot  session  to  get  it  -started  and  evaluate  the 
program. 

e.  Exchange  Legislation;  The  Employee  Development  Division  com- 
piled a report  on  the- use  -of  P.L.  919,  84th  Congress-,  Exchange  Legisla- 
tion., This  report  was  made  available-  to  the  members  of  the  Joint  Land- 
Grant  College  Committee,  Agency''  Heads,  As-sistant  Administrators  for 
Management,  Agency  Personnel  Officers  and  Agency  T'ralning  Officers. 
Arrangements  were  also  made  for  two.  reports  on  the  problem  of  Inter- 
changeability of  employees  to  be  sent  to  the  President  of  each  Land- 
Grant  institution.  These  reports  were,  "Interchange  of  Public.  Personnel: 
Progress,  Problems,  and  Prospects,"  Personnel  S.eport  No.  631,  Public 
Personnel  Association!  and  "T-ransfer ability  of  Public  Employee  Retire- 
ment Credits  Among  Units  of  Government"  published  by  Advisory  Commission 
on  Intergovernmental  Relations,  March  1963. 

f.  Princeton  University  Fellow'ship;  - Dr,  Kenneth  E.  Ogren,  ERS, 
has  just  completed  a year  of  study  at  Princeton  University.  He  was  ' 
chosen  in  1962  as  one.  of  8 Federal  officials  who  w^ere  awarded  a 9 months 
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all  expense  fellowship  at  Princetono  The  Employee  Development  Division 
services  this  fellowship  program  which  is  offered  each  year„ 

g.  Special  Training  Program  - Office  of  the  Inspector  General: 
With  the  office's  assistance  5 1/2  day  seminars  for  the  800  employees 
of  the  Office  of  Inspector  General  are  being  planned^  These  will  be 
held  in  the  7 regional  locations  of  the  OIG.  A long  term  management 
development  program  is  also  in  the  developmental  stage  for  OIG. 

h„  The  Washington  Semester  Program  Group;  This  group  of  the 
American  University  which  each  year  includes  the  Department  on  its 
agenda  again  met  with  officials  on  November  14 j 1962 « This  office j 
as  it  has  in  the  past^  set  up  the  program  to  meet  the  Group's  need, 

i , Peace  Corps  - National  Service  Corps  Training  Programs;  The 
University  of  New  Mexico  Peace  Corps  Training  Center  has  asked  the 
Department  for  assistance  and  cooperation  in  training  1,000  Peace 
Corps  volunteers  during  FoY„  '63o  This  project  is  also  being  used  to 
obtain  information  as  to  the  need  for  and  methods  of  training  National 
Service  Corps  volunteers,  if  that  program  becomes  operative „ The 
Employee  Development  Division  has  assisted  in  planning,  organizing 
and  coordinating  the  Department's  activities  in  both  these  programs. 

11.  President's  Safety  Award;  The  Department  was  nominated  for  the 
President's  Safety  Award  and  while  the  Department  did  not  win  first 
place  the  significance  of  the  honor  must  be  recognized.  The  Secretary 
was  informed; 

This  was  the  first  time  in  the  history  of  the  award  that  your 
agency  qualified  as  a competitor. 

There  can  be  no  doubt  that  the  Department  of  Agriculture  employeei's 
safety  program  has  shown  considerable  improvement. 

This  progress  will,  I know,  continue. 

Your  exhibit  was  considered  by  the  judges  to  be  very  well  pre- 
pared and  effectively  presented. 

It  is  my  sincere  hope  that  future  competition  will  result  in  the 
Department  of  Agriculture's  receiving  this  coveted  award. 

12.  Special  Honors  to  USDA  Officials:  The  Department's  status  was 
raised  appreciably  with  the  Department's  employees  and  the  public  when 
two  signal  honors  were  announced; 

Miss  Verna  Mohagen,  Chief,  Personnel  Division,  Soil  Conservation 
Service,  received  the  Federal  Woman's  Award. 
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Dro  Sherman  E,.  Johnson,  Deputy  Administrator,  Agricultural  Economics, 
Economic  Research  Service,  was  presented  the  President's  Award. 

13.  Special  Welfare  Activities:  The  Department  Welfare  Officer  devoted 
about  120  hours  in  serving  as  Assistant  to  the  Director  in  his  work  as 
Chairman  of  the  President's  Ad-Hoc  Committee  on  Employment  of  the  Handi- 
capped in  Agriculture.  A final  report  was  prepared  by  the  Office  staff 
and  issued  by  the  Ad-Hoc  Committee  and  the  President's  Committee  on 
Employment  of  the  Handicapped  as  ’’Final  Report  of  the  Ad-Hoc.  Committee 
of  the  Handicapped  in  Agriculture.” 

Loans  made  to  276  needy  employees  by  the  Welfare  and  Recreation  Asso- 
ciation were  supervised  by  the  Welfare  Officer  while  serving  a term  as 
Vice  President  in  Charge  of  Loans.  These  loans  were  particularly  helpful 
in  recruiting  from  depressed  areas. 

Assisted  the  Director  in  successful  efforts  to  better  the  chaotic  traffic 
conditions  on  C Street  in  the  vicinity  of  the  South  Agriculture  Building, 
As  a result,  C Street  was  again  made  one  way  and  the  traffic  signal 
lengthened  at  Fourteenth  Street  to  thirty  seconds. 

14.  Security;  During  the  Fiscal  Year  the  Director  of  Personnel  and  the 
Department  Security  Officer  were  asked  to  appear  before  the  staff  of  the 
Internal  Security  Subcommittee  of  the  Senate  Judiciary  Committee,  in 
connection  with  a study  by  that  subcommittee  of  the  laws,  regulations, 
procedures,  and  operations  under  E„0„  10450, 

At  this  meeting  the  Department  was  requested  to  review  its  operations 
in  this  area  and  to  make  recommendations  regarding  any  changes  or  revi- 
sions which  would  be  desirable  for  the  improvement  of  the  Security  Pro- 
gram, Following  this,  meetings  were  held  with  agency  representatives, 
as  a result  of  which  a number  of  specific  recommendations  were  made. 
Several  of  these  were  submitted  to  the  Civil  Service.  Commission  and  to 
the  Department  of  Justice  with  a view  to  improving  the  operation  of  the 
Security  Program.  One  result  of  this  is  that  the  Department  issued  a 
Secretary's  Memorandum  to  delegate  the  responsibility  of  designating 
sensitive  positions,  to  Agency  Heads. 

The  Department  Security  Officer  also  participated  in  a Department  study 
group  which  examined  the  regulations  pertaining  to  records  security. 

The  study  of  this  group  has  resulted  in  decisions  to  establish  proce- 
dures to  protect  "Administratively  Confidential”  material,  and  to  revise 
present  procedures  of  the  Department  designed  to  protect  Records  Security 
material. 
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Assumptions  Developed  by 
The  Office  of  Personnel,  April  3 - May  11,  1963 


on 

LONG-RANGE  PLANNING  FOR  PERSONNEL  MANAGEMENT  IN  USDA 
1963  - 1973 


The  proposed  framevjork  within  which  the  long-range  planning  will  be  con- 
ducted is  diagrammed  by  the  following  chart. 


Step  1,  Goals  for  Personnel  Management  in  1973 
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Step  2.  Present  Status  of  Personnel  Management 
Programs  in  USDA 


The  assumptions  which  follow  were  developed  in  the  Office  of  Personnel  by 
each  technician  responsible  for  the  function,  setting  up  assumptions,  on 
what  each  function  would  be  like  in  1973.  These  assumptions  were  discussed 
and  revised  by  the'  entire  technical  staff  of  the  Office  of  Personnel  in  a 
series  of  conferences.  They  were  subsequently  revised  by  the  Director  and 
members  of  his  immediate  staff.  They  are  presented  here  to  assist  others 
interested  with  following  the  line  of  reasoning  that  went  into  the  develop- 
ment of  Goals  listed  in  Section  1 of  the  Office  of  Personnel’s  Annual  Report, 
"1963  - A Year  of  Transition  in  Personnel  Management." 
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Basic  Limiting  Assumptions 


To  assist  in  an  orderly  discussion  it  was  agreed  to  limit  it  to  five  over- 
all basic  assumptions  as  follows: 

I . General 

1.  No  major  war;  - . 

2.  Continuing  cold  war; 

3.  Russia  and  West  will  grow  closer.  There  will  be  inter-action 
v/ith  the  Soviet  Bloc  to  an  increasing  extent  (not  ideological); 
and 

4.  Economics: 

a.  No  serious  depression, 

b.  High  level  domestic  economy, 

c.  Continued  unemployment  in  some  segments  of  economy,  and 

d.  Continued  shortages  of  some  professional  and  technical  skills, 

II.  International  - The  U,  S.  will: 

1.  Continue  technical  and  other  help  to  underdeveloped  countries, 

2.  Continue  the  export  of  U,  S.,  abundance  but  with  stiffen  competi- 
tion from  other  countries. 

3.  Participate  increasingly  in  international  affairs  generally  and 
international  agricultural  programs  specifically. 

III . National 

1.  U.  S,  will  continue  to  be  confronted  with  the  problem  of  managing 
abundance . 

2.  Competition  for  land,  water,  and  recreation  resources  will  increase. 

3.  Congressional  support  will  be  relatively  more  "consumer”  than 
"producer"  oriented  in  agricultural  affairs  as  the  urban  and  the 
"rurban"  makeup  of  the  Congress  increases. 

IV . USDA  Programs 

1.  There  will  be  no  substantial  change  in  USDA  areas  of  responsibility, 

2.  Present  programs  will  increase  in  such  areas  as  forestry,  research, 
soil  and  water  conservation,  and  consumer  services. 

3.  Rural  areas  development  and  other  inter-agency  efforts  will  be 
emphasized  increasingly. 

V . Department  Organization 

1.  The  Department's  organizational  structure  will  continue  to  "shuffle" 
functions  rather  than  change.  The  emerging  RAD  program  may  provide 
the  greatest  impact  on  "program"  functions,  and  automation  will 
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have  the  most  dramatic  impact  on  management  functions.  This 
could  also  be  true  on  program  functions. 

2.  There  will  be  an  increase  in  numbers  of  employees. 

Working  Assumptions 

These  were  identified  and  discussed  as  follows: 

I.  Automation 

Definition  - automation,  for  purposes  of  this  discussion,  means 

recording,  storing,  manipulation,  and  retrieval  of  management  and 

program  information  and  data. 

A.  Impact  - General 

1.  Four  to  five  computer  centers  will  be  set  up  to  serve  the 
entire  Department.  Such  computer  centers  already  exist  in 
Washington,  D.  C.,  Kansas  City,  Missouri,  and  Nevz  Orleans, 
Louisiana.  One  more  is  planned  for  the  West  Coast.  Others 
may  develop. 

2.  Data  will  be  processed  across  agency  lines  in  these  computer 
centers. 

3.  Clerical  paper  processes  by  manned  methods  will  be  reduced 
even  though  the  volume  of  such  processes  will  increase. 

4.  Greater  sophistication  in  the  determination  of  management 
needs  for  data  for  decision-making  will  develop.  The  rate 
of  such  development  will  depend  on  the  emphasis  on  this 
function  by  top  management. 

5.  Small  "satellite"  computers  or  "interrogation"  stations  will 
be  located  at  strategic  locations  in  the  Department. 

B.  Impact  - on  Organizational  Structure 

1.  Clerical  personnel  will  be  reduced  at  county  level. 

2.  County  offices  of  the  various  bureaus  will  be  consolidated 
physically.  This  may  include  an  organizational  merger  at  the 
county  level  as  well. 

3.  A USDA-wide  "data"  inventor37-  of  resources  will  be  available  in 
the  memory  of  a computer. 

4.  Professional  and  technical  personnel  v/ill  be  largely  relieved 
of _manual  reports  preparation,  at  least  insofar  as  volume  is 
concerned. 

C.  Impact  - of  MOHR 

The  "new  look"  at  identifying  training  needs,  organizing  data  on 
employee  qualifications,  etc.  must  be  better  understood  by  per- 
sonnel people  and  employees  generally.  Management  must  learn  to 
use  automation  which  will,  to  an  increasing  extent,  become  a 
necessary  tool  of  management. 
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II . Employee-Management  Cooperation 


A.  USDA  will  use  organized  employee  groups  to  an  Increasing  extent. 

B.  Unions  will  develop  capable  staff  resources. 

C.  Grievances  and  appeals  will  be  finally  handled  by  an  administra- 
tive court. 

D.  Dues  checkoff  will  materialize.  This  will  have  its  largest  impact 
in  "stabilizing"  unions. 

E.  Unions  will  still  not  be  able  to  strike  against  the  Government. 

F.  Contractual  relations  with  unions  will  increase, 

G.  Unions  will  have  union  representatives  as  "residents"  in  USDA. 

H.  Unions  will  have  an  increasingly  important  part  in  the  develop- 
ment of  personnel  policies  and  systems.  They  will  follow  up  to 
see  that  such  policies  are  used,  and  help  to  enforce  compliance 
with  regulations. 

I.  Unions*  influence  will  either  increase  its  pressures  upon  manage- 
ment to  better  define  performance  appraisal  practice  or  will  — as 
an  alternate  — push  the  "seniority"  factor  of  recognition  in 
personnel  processes, 

III , Inter-Group  Relations 

A.  General 

1.  Minority  programs  will  be  integrated  with  regular  personnel 
management  programs.  Increasingly,  however,  minority  members 
will  assist  management  in  understanding  the  problems  of  minor- 
ity groups. 

2.  Race  and  color  will  be  the  critical  areas  rather  than  religion 
and  national  origin.  Action  will  be  translated  at  the  field 
level  through  training  supervisors  to  accept  integration  as  a 
"way  of  life"  in  the  job  environment. 

B.  External  Forces 

1.  Increased  urban  political  influences. 

2.  There  may  be  a permanent  "equal  employment  opportunity"  agency. 

C.  Improved  Educational  Opportunities  for  Non-Whites 

1,  There  will  be  more  quality  non-white  candidates  available  f or • 
employment . 

2.  Continued  shortage  category  manpower  needs  will  continue  to 
create  job  opportunities. 

D.  Internal  Influences 

1.  Special  complaint  procedures  will  be  merged  into  general 
grievance  procedures. 
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2. 


More  positive  action  on  handling  grievances  and  com- 
plaints will  be  required  in  the  field, 

3.  Inter-group  relation  specialists  will  be  available  in 
the  larger  agencies. 

E.  Union  Organization 

There  is  greater  acceptance  of  non-whites  among  unskilled  and 
semi-skilled  unions  than  among  skilled,  white  collar,  and 
technical  groups, 

F.  Recruiting 

Quality  differences  between  whites  and  non-whites  will  fade. 

G.  International  Pressures 

There  will  be  greater  awareness  of  the  non-white  world  by  the 
whites. 

IV.  Position  Classification  and  Pay 

A.  Positions  will  continue  to  be  graded  for  pay  purposes  under  a 
system  substantially  the  same  as  the  one  prescribed  now  by  the 
Classification  Act  of  1949,  as  amended. 

B.  The  Civil  Service  Commission  and  the  Bureau  of  the  Budget  will 
exercise  tighter  control  over  grade  escalation.  They  are  con- 
cerned about  escalation  now,  based  on  a desire  to  administer  pay 
benefits  obtained  under  the  Salary  Reform  Act  of  1962  as  econom- 
ically as  possible.  This  concern  will  increase  as  additional 
benefits  are  obtained  under  the  "comparability  principle"  of  the 
1962  legislation  which  provides  that  Government  salaries  shall 
be  kept  in  line  with  those  in  private  industry  for  comparable 
work . 

C.  Within  the  Department  more  attention  will  be  devoted  to  occupa- 
tional standards  (development  and  application)  and  less  to  the 
compensation  aspects  of  job  classification.  The  Civil  Service 
Commission  will  tend  to  "move  into"  the  entire  field  of  pay 
administration  to  a greater  extent  than  in  the  past, 

D.  It  was  recommended  that  the  Classification  and  Standards  Division 
be  permitted  to  de-emphasize  its  pay  management  responsibilities 
in  view  of  the  foregoing, 

E.  The  work  force  will  continue  to  expand.  Labor  Department  studies 
indicate  that  this  expanded  force  will  show  a sizeable  increase 
in  the  number  of  persons  employed  in  professional,  technical, 
and  kindred  highly  skilled  categories,  but  a decrease  in  the 
number  of  clerical  workers  and  employees  in  the  middle  and  lower 
skill  levels  of  the  mechanic  and  trades  labor  groups.  Percentage- 
wise, the  increase  in  the  number  of  supervisors  will  be  greater 
than  the  increase  in  non-supervisory  employees.  Improved  methods 
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of  communicating  information  about  position  and  pay  manage- 
ment principles  and  practices  to  supervisors  will  be  needed. 
Increasing  attention  will  have  to  be  paid  to  developing  classi- 
fication and  qualification  standards  for  supervisors.  General- 
ized standards  will  have  to  be  developed  to  classify  profes- 
sional, technical,  and  supervisory  positions, 

F.  It  was  recommended  that  a classification  audit  program  be 
instituted;  that  as  much  of  the  classification  function  be 
"computerized"  as  possible;  and  that  the  program  be  primarily 
concerned  with  those  jobs  which  cannot  be  "computerized." 

G,  The  trend  will  be  for  standards  to  be  written  much  broader. 

This  will  permit  greater  freedom  to  move  people  about  within 
broad  occupational  areas. 

Examination  and  Employment 

A,  There  will  be  a significant  growth  in  scientific  and  technical 
manpower  needs, 

B,  ADP  will  provide  more  information  such  as  a better  inventory  of 
knowledges,  skills,  and  abilities  of  existing  staff,  the  programs 
of  the  Department,  and  a better  basis  for  predicting  the  direction 
of  programs  which  will  assist  management  with  staffing,  classi- 
fication, and  other  programs, 

C,  The  Department  will  be  recruiting  personnel  with  different  dis- 
ciplines than  at  present, 

D,  Changes  in  the  system  for  conducting  examinations,  both  assembled 
and  unassembled,  will  make  it  possible  for  applicants  to  provide 
much  of  the  data  concerning  their  education  and  experience  in  a 
form  that  can  be  fit  into  ADP  equipment  and  retrieved  as  needed 
in  the  recruitment,  examining,  and  selection  processes, 

E,  The  Department  will  have  the  need  for  more  graduates  from  non- 
Land  Grant  Colleges  and  will  recruit  more  personnel  with  non- 
agricultural  backgrounds.  See  "Discussions  on  Long-Range 
Planning',"  Based  on  information  which  will  be  available  as 
described  in  item  B,  manpower  needs  to  meet  program  staff  demands 
will  be  met  through  the  selection  of  candidates  whose  study  in- 
cluded particular  courses  or  areas  of  study  not  necessarily 
reflected  by  the  degree  obtained  or  related  to  the  environmental 
background  of  the  individual. 

F,  An  ADP  information  system  will  result  in  better  career  planning. 
Information  regularly  recorded  and  currently  retrievable  will  afford 
administrators  and  supervisors  more  and  better  information  on  em- 
ployees* experience  and  training  as  well  as  more  specific  infor- 
mation about  opportunities  in  the  same  and  different  lines  of  work, 

G,  The  improved  Information  system  will  provide  more  specific  infor- 
mation about  job  opportunities  to  prospective  employees.  As 
indicated  in  items  E and  F above,  the  relationship  of  an  Individual's 
training  and  experience  to  individual  jobs  and  possible  career 
ladders  will  serve  as  a basis  for  informing  prospective  employees 

of  the  opportunities  afforded  in  the  Department's  agencies. 


H„  More  recruiting  will  be  done  by  teams  composed  of  an  operating 
official  and  a personnel  official., 

I,  There  will  be  a closer  relationship  between  the  USDA  and  the 
Land  Grant  Colleges,  USDA  will  furnish  their  needs  to  the 
colleges  and  the  colleges  in  turn  will  make  available  courses 
which  will  assure  the  Department  of  qualified  applicants, 

J.  At  many  colleges  and  universities  ADP  tape  records  of  student 
profiles  will  be  made  available  to  Departments  and  Agencies 
for  use  in  connection  with  recruitment 5,  examining,  and  selec- 
tion processes. 

Over-all  Predictions  (Director  of  Personnel) 

In  1970-75  there  will  be  smaller  OP,  This  will  also  be  true  for 
personnel  offices  of  the  bureaus. 

In  1970-75  average  grades  of  the  smaller  OP  staff  will  be  GS-15 
- 16, 

Planning  responsibilities  of  OP  will  be  intensified  in  all  divi- 
sions, Operations  or  "case  review"  responsibilities  will  decrease. 
Personnel  actions  will  be  initiated  by  operating  officials.  These 
will  flow  as  input  directly  into  a computer  system.  Personnel 
officers  will  emphasize  the  analyses  of  trends,  broad  grouping 
of  selective  data,  etc. 

There  will  be  a "personnel  data  bank"  in  computer  systems  for 
"interrogation"  by  supervisors  and  top  management. 

Personnel  data  bank  will  contain  the  official  personnel  file. 

This  will  be  in  the  form  of  invisible  bits  on  reels  of  magnetic 
tape. 

Data  will  be  available  for  rapid  data  transmission  methods. 

There  will  be  a provision  for  mass  testing  of  applicants,  group 
interviewing,  etc,  by  means  of  "phono-vision,"  closed  circuit  TV, 
or  similar  means. 

Job  descriptions  for  standard  jobs  (secretaries,  clerks)  will  be 
available  in  computer  system.  Critical  duties  of  such  descrip- 
tions v/ill  be  checked  on  a "checklist"  and  prepared  by  a computer. 


Mr.  Barnes  diagrammed  the  personnel  operation  of  the  future  as  fol- 
lows : 


Checkwriters 


Money 


All  participate  in  Personnel  Policy  Decisions 


VII.  Security  and  Employee  Conduct 

A.  By  1970  there  will  be  a single  employee  appeal  system  for  dis- 
ciplinary actions,  RIF,  grievances,  classification,  discrimina- 
tion, promotion  practices,  and  acceptable  level  of  competence 
ratings. 

B.  Specialized  full-time  Hearing  Officers  will  be  appointed  to 
adjudicate  employee  appeals. 

C.  There  v/ill  be  greater  delegation  to  agencies  to  represent  the  De- 
partment in  Civil  Service  appeals. 

D.  By  1970  there  will  be  a centralized  government-wide  Security 
Office  for  revlev/  and  adjudication  of  security  cases. 

E.  The  Office  of  Personnel  will  still  issue  special  types  of 
security  clearance  for  foreign  travel  and  attendance  at  meetings. 
Work  in  this  area  will  increase  due  to  more  overseas  assignments 
for  USDA  employees. 
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F,  Appeal  rights  will  be  extended  to  all  types  of  employee 
problems  listed  under  A above  and  be  available  to  all 
Department  employees,  including  those  viho  are  Department 
employees  but  v;ork  on  Federal  programs, 

G,  All  employees  will  have  the  right  to  cross-examine  witnesses 
in  conduct  and  disciplinary  cases,  which  will  make  it  more 
difficult  to  defend  adverse  actions  on  appeal.  There  will 
be  greater  expense  to  agencies  to  make  witnesses  available. 

It  will  be  very  difficult  to  take  action  based  on  statements. 

H.  Personnel  research  will  assist  in  identifying  personal 
characteristics  that  could  constitute  an  employment  risk  in 
reference  to  security  and  conduct, 

I.  There  will  be  personnel  research  into  trends  and  patterns  of 
employee  conduct  which  will  provide  better  guidelines  for 
adjudication  of  disciplinary  cases, 

VIII.  Socio-Economic  Factors  - Employee  Health,  Safety,  Welfare,  and 

Incentives 


A.  Health 

1,  A shorter  work  week  will  result  in  more  concern  with  off- 
job  accidents, 

2,  Increased  overseas  work  will  result  in  increased  responsi- 
bility for  the  families  of  employees  as  well  as  increased 
concern  for  special  health  problems, 

3,  New  USDA  research  efforts  will  increasingly  involve  chemical 
(and  radioactive)  hazards, 

4,  Allergy  problems  will  Increase  with  the  advent  of  new 
synthetic  working  materials, 

5,  There  will  be  increased  concern  with  stress  syndromes 
(coronary,  blood  pressure,  ulcers,  alcoholism,  etc,), 

6,  There  will  be  stricter  Civil  Service  Commission  physical 
examination  and  fitness  for  duty  requirements  because  of 
increased  governmental  liability  for  health  hazards, 

7,  We  will  be  employing  more  handicapped  and  rehabilitated 
people  --  this  will  require  special  concern  for  working 
environments , 

8,  There  will  be  increased  union  pressure  on  behalf  of  the 
health  problems  of  employees, 

9,  We  v;ill  have  more  disability  retirements, 

10,  Line  supervisors  will  assume  greater  responsibility  for 
employee  health  and  safety  than  at  present. 

11,  Health  insurance  programs  will  change  in  one  of  two  ways: 

(a)  they  will  cover  all  medical  costs  with  substantial 
increase  in  premiums,  or  (b)  cover  only  major  medical 
expenses  with  lower  premium  costs. 
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Bo  Safety  - There  will  be  — 


lo  Full  acceptance  - as  an  integral  part  of  good  management  - 
of  a comprehensive  safety  programo 

2„  Utilization  of  ADP  in  following  safety  program  areas: 

(a)  injuries  and  causes,  (b)  trends,  (c)  training,  (d) 
location,  (e)  types  of  accidents,  (f)  personal  factors, 

(g)  cost  data,  (h)  fires  (causes  and  preventive  statistics)o 

3„  A systematic  safety  inspection  program  fitted  to  agency 
needs  o 

4„  Integration  of  safety  consciousness  and  obligation  with  job 
standards  and  training « 

5<,  Increased  use  of  disciplinary  action  for  safety  violations, 

6»  Safety  leadership  will  Increasingly  become  a major  responsi- 
bility of  the  line  officer^ 

7,  Supervisors  will  have  responsibility  for  both  on-  (and  off-) 
job  safety  orientation  of  employees, 

8,  Supervisors  will  be  more  responsive  to  accepting  responsi- 
bility for  reporting  accidents  and  correcting  safety  hazards, 

9,  There  will  be  increased  Congressional  and  Executive  Branch 
awareness  of  safety  and  its  importance, 

C.  Welfare 

1,  By  1970  USDA  credit  unions  will  be  available  to  all  depart- 
ment employees, 

2,  There  will  be  more  line  and  staff  cooperation  directed  toward 
securing  Improved  working  conditions, 

3,  Department  and  agency  welfare  officers  will  be  used  as  con- 
sultants to  employee-management  committees, 

4,  Retirement  planning  programs  will  receive  increasing  emphasis, 

5,  There  will  be  more  active  USDA  Clubs,  They  will  receive 
full  management  support.  They  will  become  a vital  part  of 
the  "image"  of  the  USDA  at  the  State  level  particularly, 

6,  Deductions  for  fund-raising  programs,  such  as  UGF,  etc,, 
will  be  programed  into  ADP  and  will  be  automatically  de- 
ducted from  employee  paychecks  at  the  option  of  the  employee, 

7,  Welfare  specialists  will  be  given  more  specific  training  in 
such  subjects  as  sociology  and  psychology  as  related  to 
human  relations  problems, 

8,  Length-of-Servlce  Awards  will  no  longer  be  a part  of  an 
Honor  Awards  program, 

9,  By  1973  there  v;ill  be  a more  liberal  retirement  system  per- 
mitting transfer  credit  between  various  systems, 

10,  As  pay  "comparability"  is  achieved,  the  opportunity  for  a 

creative  and  productive  job  experience  together  with  better 
environmental  conditions  will  become  the  principal  employee- 
motivating  factor. 
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D.  Incentives 


1»  Outstanding  work  accomplishments  of  the  higher  grade 
employee  (GS-14  and  above)  will  be  documented  and  made 
a part  of  his  official  personnel  record  which  will 
serve  to  enhance  his  qualifications  for  promotion, 
assignment,  or  reassignment, 

2.  Cash  incentives  to  higher  grade  employees  will  continue 
to  be  de-emphasized, 

3.  Special  suggestion  programs  will  be  Implemented  in  prob- 
lem areas,  seeking  suggestions  from  those  with  intimate 
knowledge  of  the  factors  involved.  By  way  of  example, 
there  might  be  an  "Economy  Campaign,"  a Procurement  Cost 
Reduction  Campaign,  or  a Safety  Suggestion  Campaign. 

4.  Incentive  Awards  Committees  will  no  longer  consider 
employee  suggestions.  Instead,  program  officials  will 
implement  or  reject  suggestions. 

5.  The  Honor  Awards  program  will  continue.  The  criteria 
will  improve  for  the  granting  of  honor  awards.  A third 
award  will  be  initiated  consisting  of  a bronze  medal 
for  "Merit."  It  will  be  awarded  by  the  agency  head 
with  the  approval  of  the  Secretary,  The  honor  award 
will  be  presented  to  honor  award  nominees  other  than 
those  selected  for  Distinguished  or  Superior  Service 
awards.  Some  limitation  of  the  number  of  such  awards 
will  be  necessary. 


IX.  Defense 


A.  Interest  in  defense  will  rise  and  fall  in  direct  proportion 
to  concern  over  the  international  situation. 

B.  Defense  planning  will  be  "built  into"  the  regular  function 
of  the  Department. 

C.  There  will  be  an  active  Executive  Reserve  tied  in  with  the 
essential  activities  of  the  Department,  The  Office  of  Per- 
sonnel will  be  responsible  for  developing  plans  for  organ- 
izing, selecting,  placing,  and  training  members  of  the 
Executive  Reserve, 

D.  GAME(ing)  and  simulation  exercises  will  be  used  for  emergency 
training  purposes.  Results  will  be  related  to  Executive 
Reserve  planning, 

X , Personnel  Management  Inspections 

A,  The  Office  of  Personnel  will  have  developed  a system  to  get 
better  information  on  over-all  agency  personnel  program 
objectives  and  plans  to  meet  these  objectives, 

B.  Close  personalized  working  relationship  between  the  Office 
of  Personnel  and  the  agencies  will  be  intensified. 
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Policies  and  Procedures 


XIo 


- 1973  Forecast  Relating  Specifically  to  Personnel  Policies 
and  Procedures 

Ac  Departmental  rules  and  regulations  will  be  confined  to  broad 
programs  and  policies  - we  will  depend  for  procedural  require- 
ments on  Civil  Service  Commission  statements  or  those  developed 
to  conform  to  an  automated  system^. 

Bo  Case  reviews  as  such  will  be  virtually  eliminated  in  the 
Office  of  Personnel  0 

Co  Grievances  will  be  controlled  by  an  "outside  system"  such  as 
an  Administrative  Court,  or  will  reside  in  an  internal  appel- 
late Hearing  Examiner  type  of  bodyo 
Do  The  organization  function  will  be  one  of  advice  and  assistance 
and  will  be  exercised  before  the  fact  rather  than  after,, 

Eo  Statistics  and  systems  work  will  be  crucial  and  more  demand- 
ingo  The  emphasis  in  statistics  will  be  one  of  review, 
analysis,  and  forecasting  rather  than  compilation o In  the 
systems  area,  activity  will  center  on  adaptation  of  untouched 
personnel  areas  to  an  automated  concept,  such  as  the  use  of 
simulation  in  the  development  of  new  manpower  programs, 

XII , Training  and  Employee  Development 

Ao  Department  careers  will  be  shorter  — with  more  movement  in 
and  out  of  the  Department  at  middle  and  upper  grade  levels. 

Bo  By  1973  we  will  have  solved  the  problems  of  selecting  leaders, 
supervisors,  and  managers,  (Perhaps  MOHR  may  do  it!) 

Co  Managers  will  have  to  be  experts  in  searching  out,  abstracting, 
synthesizing,  making  decisions,  using  all  kinds  of  resources, 
and  disseminating  information  in  order  to  utilize  even  a frac- 
tion of  the  storage  and  retrieval  capacity  of  the  computer. 

Do  Managers  v/ill  no  longer  be  able  to  get  by  on  their  technical 
"know-hov7o"  Management  will  demand  that  managers  have  train- 
ing and  exposure  in  the  behavioral  sciences  prior  to  assuming 
duties  in  the  supervisory  and  managerial  areas, 

Eo  By  1973  USDA  will  insist  on  a high  degree  of  innovation  and 
creative  ability  in  all  its  employees  and  will  have  learned 
how  to  unleash  this  potential  in  its  work  force, 

F,  By  1973,  laws,  regulations,  policies,  and  procedures  will  per-^ 
mit  (in  fact,  request)  increasing  numbers  of  the  more  capable 
USDA  employees  to  serve  in  other  countries  with  State,  AID, 

U,N, , university  contract,  foundational,  etc,  without  penalty 
to  their  Department  careers, 

G,  Incentive  awards  (if  continued)  by  1973  will  put  less  emphasis 
on  the  material  things  (saving  dollars)  with  more  recognition 
given  to  those  who  effectively  "bring  out"  and  develop  our 
human  resources. 
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H,  By  1973  an  increasing  percent  of  the  program  dollar  will  have 
to  be  spent  in  developing  people  with  skills  and  know-how  to 
carry  out  program  functions, 

I,  There  will  be  greater  recognition  and  need  for  individual 
employee  self-development.  This  will  have  a definite  bearing 
as  a factor  for  placement,  promotion,  and  assignments, 

J,  There  will  be  greater  centralization  of  administrative  serv- 
ices including  training  responsibility.  This  will  occur 
throughout  the  Department, 

K,  Regional  USDA  training  centers  should  be  established  and 
permanently  staffed  under  the  direction  of  the  Department, 
These  centers  will  have  two  major  objectives; 

1,  To  provide  a systematic  Departmental  training  program 
in  the  behavioral  sciences, 

2,  To  provide  staff  assistance  and  facilities  for  agencies' 
specialization  and  technical  training  needs, 

L,  Greater  emphasis  v;ill  have  to  be  placed  on  language  train- 
ing. Centralized  centers  of  language  training  will  be 
needed  in  cooperation  vdth  Federal,  State,  and  educational 
institutions.  This  training  will  need  to  be  given  to  sel- 
ected Department  employees  and  combined  with  special  programs 
in  international  agriculture, 

XIII.  1973  Forecast  Relating  to  the  Office  of  Personnel  as  a Staff 

Office 


A.  Generally,  the  basic  functions  of  the  Office  of  Personnel 
will  remain,  but  the  emphasis  will  be  on  the  broad  planning 
aspects  of  manpower  review,  analysis,  and  development.  Such 
specialized  activities  as, pay,  staffing,  training,  etc,, 

v/ill  be  viev/ed  as  integrated  parts  of  a total  manpower  program, 

B.  The  present  budgetary  method  of  financing  Department  staff 
activities  will  have  been  replaced  by  a method  of  pro-rating 
the  cost  of  such  services  to  operating  program  expenditures, 

C.  All  Staff  Offices  will  have  developed  and  will  be  utilizing 

a "laterally  coordinated"  management  approach  so  that  planning 
and  programs  will  recognize  men,  money,  and  material  as  an 
integer  and  not  as  three  more  or  less  unrelated  phases  of 
management , 

D.  With  the  trend  toward  consolidation  of  management  processing 
work  coupled  with  the  automation  of  classification  and  quali- 
fication decisions  and  the  consummation  of  personnel  actions 
by  operating  officials  for  computer  input,  there  will  be 
further  integration  of  agency  personnel  management  with  line 
management  and  the  work  of  the  Office  of  Personnel,  This 
V'/ill  produce  a joining  of  forces  Department-v/ide  directed 
toward  intensified  personnel  program  review  and  development. 
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XIV 


Personnel  Research 


The  following  assumptions  were  stated: 

A.  There  will  be  a smaller  OP  staff  than  at  present. 

B.  As  a result  of  automation  it  is  estimated  that  two-thirds 

of  "middle  management"  will  be  displaced.  These  are  persons 
v/ho  are  making  more  or  less  routine  "management"  judgments 
v/hich  potentially  can  be  "pre-programed"  for  ADP  processing, 

C.  The  "surviving"  managers  will  become  increasingly  "profes- 
sional" and  adaptable  to  ADP  and  related  changes.  They  will 
be  concerned  primarily  with  unique  and  non-routine  decisions. 

D.  The  personnel  officer  of  1973  must  knov?  more  about  people  and 
"numbers"  and  be  more  technically  competent  in  management 
skills  involving  advanced  research  and  a knowledge  of  the 
behavioral  sciences. 

E.  New  measures  of  productivity,  motivation,  and  the  "real" 
organization,  etc,  will  be  available  to  the  personnel  man  of 
the  future. 

The  role  of  the  personnel  man  of  the  future: 

A.  Ke  will  be  applying  and  using  approaches  that  today  are  con- 
sidered "experimental." 

B.  He  will  be  v/orking  on  such  present-day  research  "frontiers" 
as: 

1.  the  effect  of  communications  on  individuals, 

2.  the  effect  of  organization  structure  on  behavior, 

3.  decision-making,  and 

4.  "image"  problems. 

C.  The  USDA  personnel  man  in  particular  will  be  a leader  in  be- 
havioral science  research  by  reason  of  the  "people  oriented" 
nature  of  most  USDA  programs. 
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Appendix  B 


STEP  3.  Long-Range  Planning 
Checklist  for  Planning  Action  to  Reach  Goals 


GOAL: 


1.  Who  needs  to  be  alerted: 

2.  Policy 

a.  Present 

b.  Proposed 

3.  Planning  Action 

a.  People 

b.  Facilities 

c.  Schedule 


Who  needs  to  know  the  situa- 
tion? 


V/hat  should  the  policy  be? 
Is  this  different  from  the 
present  policy? 


How  many  employees  will  have 
to  be  trained,  transferred, 
or  otherwise  placed? 

What  facilities,  personnel, 
and  etc,  are  necessary  to 
accomplish  this? 


U.  Organization  required  for 
a'Ttion 

a.  Present  ) Responsible  persons 

) Organization  units 

b.  Proposed)  Organization  structure 


V^ho  is  responsible  for  each 
action  outlined? 

Is  revision  in  organization 
necessary  or  desirable? 


5.  Selection  and  training  to 
meet  new  needs 


Who  and  how  many  are  convertibl 
To  what  will  they  be  converted? 
What  selection  and  training  is 
necessary  to  achieve  balance? 


6.  What  needs  to  be  done  for 
Individual  employees. 


Who  and  how  many  would  have 
adjustment  problems? 

What  facilities  and  personnel 
are  needed  for  counsel  and  in- 
form those  who  need  such 
services? 


Appendix  C 
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